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AMA electronics conference drew over 1200 registrants 
® Decentralized management not threatened by data processors, 
AMA told—Full report on March meeting, first in series of 
annual electronics conferences, begins in this issue 
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PRE-TESTED BUSINESS PAPERS 


When appearance and performance are of topmost importance, 


think first of Nekoosa when specifying papers for office use. 
Nekoosa Business Papers are made specially for today’s high-speed 
printing presses and office equipment. All carry the famous Nekoosa 
watermark ... your assurance that these papers have been pre-tested 
at our mills for appearance, performance, strength and finish. 

Your printer can supply Nekoosa Business Papers; also available, 


in standard sizes, at your office supply or stationery store. 


NEKOOSA-EDWARDS PAPER CO.,PORT EDWARDS, WISCONSIN 


a pays 0 plan with your print 
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OPEN YOUR BUSINESS DOOR 
TO OUT-OF-TOWN CUSTOMERS 


Use the CALL-COLLECT PLAN to 
bring in orders by Long Distance 


Every order you get by telephone saves time and 
money, increases your profits. 

You can bring in more telephone orders by using 
the Long Distance Call-Collect Plan. 

You simply invite your out-of-town customers to 
place their orders by Long Distance—Collect. Your 
salesmen can let them know, you can write them a 
letter, or you can use stickers specially designed for 
this purpose. 

The Call-Collect Plan puts you within easy reach 
at ordering time. Helps you give customers fast, per- 
sonal service. Brings you new business between sales- 
men’s visits. Opens new markets. 

It’s easy to set up. The results are big and the 
cost is small. 

You can prove that the Call-Collect Plan pays in 
your business by trying it—and keeping a record of 
orders received. A telephone company representative 
will gladly help you work out the details. Why not 
call your Bell telephone business office today? 


LONG DISTANCE RATES ARE LOW 


Here are some examples: 
New York to Philadelphia 
Cleveland to Pittsburgh 
Des Moines to Minneapolis 
Dallas to Chicago 
Los Angeles to Boston 
These are the daytime Station-to-Station rates for 


the first three minutes. They do not include the 10% 
federal excise tax. 


Call by Number. It’s Twice as Fast. 
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BELL TELEPHONE SYSTEM ‘E> 
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DESK DESIGNED BY G. J. BUZZITTA 


Mac aly Toiuler NEW YORK: 305 EAST 63rd STREET + TEmpleton 8-5900 


BOSTON: 150 CAUSEWAY STREET «+ Richmond 2-1800 
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THE sight of a speaker facing a 


large and attentive audience is 
a familiar one on the American 
scene—we are a people of con- 
ventions and conferences. But, 
the number of important meet- 
ings currently being held in the 
office field is far above average. 

There can be little doubt as to 
the reason for this: the dynamic 
new influences affecting the office 
are still an accelerating force— 
and alert national associations, 
like, AMA, SPA, and NOMA, 
recognizing that fact, are doing 
a superb job in keeping their 
members abreast of the new tech- 
niques and machines that affect 
their work so directly. 


office — 
management — 
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Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 
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Decentralized management not threatened by data 
processors, PE ME Side comne eden can wasusune 18 
by Robert M. Smith 


“Indispensable” man not top management material, 
Chicago seminar hears TEEVerrrerererere ee ee 22 


Independence of function—unity of appearance. -- - 
Middle digit filing simplifies sorting problem. -- -- --- 
NOMA conference will stress cost control ---------- 


California Business Show will open April 12 -------- 


Methods or medicine, symptoms are a warning ------ Ke 
by Edmond W. McNamara Bs) 


One simple file streamlined our purchasing -------- 
by Freida Kraines 


Automation im the office --.-.--.ccccsccsescccsccveces 


Tools of the office series TerTrrrrrererr errr rrr re ee ee 
This month: air conditioning equipment 


M. A. Geyer, President; Donald McAllister, Vice- 
President and General Manager; Thomas V. Murphy, 
Editor; Hugh Ward, Advertising Director; John M. 
Smythe, Midwest Manager; Robert M. Smith, Man- 
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Published monthly by 
GEYER-McALLISTER PUBLICATIONS 


Andrew Geyer-McAllister, Inc. 
Publishers since 1877 


212 Fifth Ave.,. New York 10, MUrray nil 9-4411 


branch offices 


Boston 10, 212 Summer St., Room 600, ( Hancock 6-5390), Charles G. Kretschmar; Chi- 
cago 1, 228 North La Salle St. (State 2-2911), John M. Smythe, William Murray, Arthur 
Hutchison; Los Angeles 5, 3257 W. 6th St. (Dunkirk 7-6149), Chris Dunkle & Associ- 
ates; Eduorial Representative: J. Richard lander; San Francisco 5, 681 Market St. ( Douglas 
2-2597), Alexander Rattray; Dallas 19, 3908 Lemmon Ave., (Lakeside 2322), Joe Sanders 
ind Associates. 

Subscription: $3 a year in United States and in possessions, Canada, Mexico, Cuba, Central 
and South America. Other countries $9 a year. Single copies 35¢. Copyright 1955 by Andrew 
Geyer - McAllister, Inc.; all rights reserved. Also publisher of Geyer’s Dealer Topics, Who 
Makes lt and Where, and The Gift and Art Buyer. 

Please give 60 days’ notification of any change of your address. 


Reentered as second class matter June 29, 1953, at the Post Office at Nzw York, N. Y.. 
under Act ot March 3, 1879. 
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- 30-DAY MONEY BACK — 
GUARANTEE 


If this is not the most 
satisfactory desk pen 
you have ever used 


MODEL 444 


We're so sure you'll like this Esterbrook Fit the self-filling pen with the Esterbrook 
Desk Set with its self-filling pen... so Point that writes exactly right for you. 


ee sure you'll like the easy, effortless writing 
we of this pen with the right point for the Use the pen for 30 days on your own desk. 
way you write... that we’re making this If you aren’t completely satisfied with it 
unusual offer. in every respect...return it to your i 
é Buy one of these amazing Esterbrook dealer, along with your invoice, for a 
vi Desk Sets from your regular dealer. complete refund of your money. . 


Gsterbrook DESK PEN SETS 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 
The Esterbrook Pen Company of Canada, Ltd., 92 Fleet Street, East; Toronto, Ontario 
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COPYRIGHT 1944 


PEN COMPANY 


IHC ESTERBROOK 
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Choote 


the right point for the way 
you write... by number 


Finger grip 


never touches ink. No chance 
for ink te touch you. 


Point instantly 
interchangeable and renewable. 
More than 30 

point styles. 


Fountain-base “ink-locked” 
against accidental spillage. 
Only the pen unlocks the ink. 


Fountain-base holds 
40 times more ink than 
ordinary fountain pen. Won't leak. 
4 Won't flood. Easy to clean 


as a Saucer. 


9556 <7 


9668 


ms | $3 
9460 Carton 


The PEN that 
FILLS ITSELF 


New type ink-fountain in base fills pen auto- 
matically—keeps pen ready to write up to a full 
page or more every time you take it from socket. 
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{Also public counter use) 


TO SELECT © 


REPLACE... HERE'S 


ALL YOU DO 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 
The Esterbrook Pen Company of Canada, Ltd., 92 Fleet Street, East; Toronto, Ontario 
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Test effects of atomic blast 
on records and equipment 


The effects of atomic blast on records 
and records storage equipment are be- 
ing tested by the National Records 
Management Council, Inc., according 
to a recent announcement from the 
Federal Civil Defense Administration 
in Washington. The NRMC planned to 
conduct its tests during the present se- 
ries of atomic tests in Nevada. The re- 
sults are expected to show businessmen 
how they may best protect their im- 
portant records, not only against atom- 
ic attack, but also against fire, flood, 
and hurricane, and other hazards. 

“The business amnesia that would 
result from destruction of key records 
could be disastrous to the country,” 
said Arthur Barcan, NRMC vice presi- 
dent and Director of Research. “We 
now know which are the few key rec- 
ords worth protecting and the various 
ways of protecting them. We do not 
know what constitutes adequate phy 
sical protection for records within tar- 
get areas.” 

Mr. Barcan pointed out that no one 
answer to the problem is expected to 
suit all circumstances, but he expressed 
conviction that the tests would provide 
a basis for creating protection programs 
for different kinds of companies in dif- 
ferent parts of the country. 

Among the procedures currently be- 
ing followed by businesses in this coun- 
try are the burial of key records in 
mountain vaults, the construction of 
underground storage centers, dispersal 
of records, storing of duplicate records 
at scattered locations, etc. Many com- 
panies, however, have not devised any 
program because of prohibitive costs or 
because they lacked the data on which 
to base a decision. 

Among the manufacturers of office 
and other equipment who are partici- 
pating in the tests are The Mosler Safe 
Co., Western Union Telegraph Co., 
Remington Rand Inc., and The Gen- 
eral Fireproofing Co. 


Conference on time study 
and methods planned 


“Retooling Management for Com- 
petition” will be the theme of the 
Tenth Anniversary SAM-ASME Time 
Study and Methods Conference to be 
held April 28-29 at the Hotel Statler, 
New York. The sponsors of the con- 
ference are the Society for Advance- 
ment of Management and the Amer- 
ican Society of Mechanical Engineers 
(Management Division). 
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Yes, Precision-made Accounting Machine Forms are an important 
team mate to your precision made Accounting Machines. 

To obtain maximum accounting efficiency you must use 

quality forms . . . forms that are carefully produced to fulfill 
your individual requirements, forms that register perfectly, 
and forms that are printed on the proper paper stock 

to withstand handling and yet give perfectly legible copies. 


Team-up Reynolds & Reynolds Precision-made Accounting 
Machine Forms with your Accounting Machine for 
greatest accounting efficiency. 


WRITE TODAY FOR COMPLETE INFORMATION! 


THE REYNOLDS & REYNOLDS COMPANY 


BUSINESS FORMS SINCE 1866 
PLANTS: DAYTON, CELINA, OHIO; DALLAS, TEXAS; LOS ANGELES, CALIF. 
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The conference will be devoted to 
“retooling” various phases of manage- 
ment, including labor relations, cost 


control, industrial engineering tech- 

neering management, and community 
Every Day of the Yeor! 

sing for Production Control,” by James 

The Society for Advancement of 


niques, production management, mate- 
management. Included will be a dis- 
A. Kalbach, Jr., of E. I. duPont de es — , as | re 
Management has its headquarters at 74 


mak banding, maser piancig, gh | Multiplies Your Effectiveness 
cussion of “Mechanized Data Proces- 

Nemours & Co. 

Fifth Ave., New York. 


New photocopying service 
offered at N. Y. library 
A service by which pages of bound 
library books can be quickly copied at 
the request of readers has been intro- 
duced by the New York Public Li- 
brary, it has been announced by Ed- 
ward G. Freehafer, director of the li- 
brary. 

The copying is done with a new 
Cormac Book-Printer which was do- 
nated to the library by Botho Lilienthal, 
head of Cormac Industries, 80 Fifth 
Ave., New York. The new model can 
make margin-to-margin photocopies of 
pages from bound books of any thick 
ness. The reader brings a book to the 
Delivery Desk and fills out an order 
blank, and the information he wishes 
is copied for him. The library makes 
a charge of thirty cents a page for this 
new service. 


Carrier Corp. expands 
through merger 

The merger of Affiliated Gas Equip- 
ment, Inc., into Carrier Corp, was ap 
proved at stockholders’ meetings of 
both companies, held February 23. The 
merger was effective March Ist. Ac- 
cording to Cloud Wampler, president 
and board chairman of Carrier: 


phone line. So easy to lear carn 
no peactidll just pesile buting ti idl 


" “The merger brings together the pio- i le ,and memos are recorded right at your 


neer of the air conditioning industry ‘. ir 's desk. Makes dictation faster, 
and one of the most important manu- i ties oe eee into correspondence 


facturers of residential heating equip- 
ment, each with a half-century of ex- 
perience in its field. The enlarged Car- 
rier Corp. will have the broadest line 


of products and the most extensive dis- ' Tie Geen the 

tribution systems in the industry, thus : Hartford 1, Conn. 

providing even better service to the : Send Booklet S-4—"Pushbutton D c 

public.” | ge 3 
The two corporations reported com | : : ici 

bined sales of over $200,000,000 in : om... H 

1954. Total assets are $130,000.000. PHONAUDOGRAPH : Street... _ : 

The companies employ approximately ee ee 

10,000, : ” 
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Magnification shows you: 


..ayet LEDGER <2 costs no 


more 


So sharp, so clear, so easy to 
read...on glare-free 


HAMMERMILL LEDGER 


Here are figures written on Hammermill Ledger — magnified four 
times. They're written with a steel pen just as one of your own 
bookkeepers might write them. And just see the clarity, the easy- 
to-read legibility! 

Turning out faster work while cutting down on errors is the neatest 
trick of the week. Any week. And Hammermill Ledger helps you 
do it. Its glare-free surface and soft colors make it just about the 
most eye-restful ledger that ever gladdened a bookkeeper's glance. 

Hammermill Ledger takes typing and writing better, too, for 
neater, cleaner entries, both pen and typewritten. For sharp, legible 
bookkeeping machine entries, choose from the special items water- 
marked “Posting Finish”. 

Durable enough to stand up under years of handling, Hammermill 
Ledger has a firm, uniform surface that takes cleaner, sharper ruling 
and printing. Write—now—on your business letterhead for free sample 
book. Hammermill Paper Company, 1471 East Lake Road, Erie 6, Pa. 
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Copease acquires U. S. 
photocopy rights 


The United States photocopy patent 
license of Dr. Walter E. Eisbein, of 
Develop, K.G., Stuttgart, Germany, has 
been acquired by Copease Mfg. Co., 
Inc., an afhliate of the Copease Corp., 
according to an announcement from 
Charles E, Hallenborg, Copease presi- 
dent. 

The company will now begin to pro- 
duce the complete line of Copease 


‘Duplex photocopy machines in this 


country. Previously the equipment was 
manufactured for Copease in Germany 
under original patents. Arrangements 
are being made also to license other 
companies in the field. Remington 
Rand Inc. is the first company to sign 
such a license agreement. 

Original patent rights on office pho- 
tocopy machines were held by Dr. 
Walter E. Eisbein, German inventor. 
Dr. Eisbein filed a U. S. patent appli- 
cation in 1950. U. S. patent number 
2,657,618 has been granted on this 
application, said Mr. Hallenborg, and 
the patent has been acquired by Cop- 
ease Mfg. Co., Inc., which has been 
formed to administer licensing agree- 
ments with manufacturers who have 
entered the photocopy field in the 
past few years. Mr. Hallenborg said, 
“We have every hope that mutually 
advantageous agreements can _ be 
worked out with all companies now 
making or selling this type of equip- 
ment.” 

Copease will begin its American pro- 
duction by assembling parts made in 
Germany. Ultimately it expects to 
manufacture all components in this 
country. Plant sites are now under 
consideration. 


Office equipment makers 
receive AIM awards 


Seven companies prominent in the 
manufacture of office equipment have 
been awarded Certificates of Manage- 
ment Excellence for 1954 by the Amer- 
ican Institute of Management, 125 E. 
38th St., New York. The awards were 
made following completion of the 
AIM’s sixth annual survey of the man- 
agement operations of major American 
and Canadian companies. This year, 
379 firms were selected for citation from 
among thousands considered, 

The seven companies are: Addresso- 
graph - Multigraph Corp., Cleveland; 
Burroughs Corp., Detroit; International 
Business Machines Corp., New York; 
The National Cash Register Co., Day- 
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TEXCEL 


CELLOPHANE TAPE 


PROOUCT OF PERMACEL TAPE CORPORATION, NEW BRUNSWICK, NEW JERSEY 
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How 1} Baltimore Business Form 
takes the place of 5 


—and helps speed Musselman’s 
fine food products to your 
table at the same time! 


The C. H. Musselman Company, 
Biglerville, Pa., famous as a packer 
of fine food products, has been a 
customer of Baltimore Business 
Forms for many years. Recently, 
our experts devised a way to incor- 
porate five different forms—invoice, 
railroad bill of lading, truck bill of 
lading, shipping order and factory 
release form—in one. Result: Less 
paper work, speedier invoicing, and 
most important, faster shipment of 


the company’s products to your 
grocer—and your dinner table! 


WHAT'S YOUR PROBLEM? 


Since 1916, Baltimore Business 
Form’s design and manufacturing 
experts have solved countless prob- 
lems in serving over 60,000 of the 
nation’s leading business houses. 
Our wealth. of experience in design- 
ing forms to Sil specific require- 
ments ideally qualifies us to help 
you. Remember, often a single sug- 
gestion may save hundreds... . even 
thousands . . . of dollars for your 
company. So, write us for help in 
solving your business forms prob- 
lems. No obligation, of course. 


BALTIMORE BUSINESS FORMS 


Saving time and reducing costs in business and industry 


The Raltimore Salesbook Company 


The Baltimore Salesbook Company, 3134 Frederick Avenue, Baltimore 29, Md. 
We ore interested in seeing samples of Baltimore Business Forms. 


a 
Company 


Type of Business 


SS 


City 


Zone 


_ State 


ct er ase 
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ton, Ohio; Pitney-Bowes, Inc., Stam- 
ford, Conn.; Remington Rand _ Inc., 
New York; and Standard Register Co., 
Dayton, Ohio. 

Jackson Martindell, president of the 
AIM, listed the following areas consid- 
ered by the Institute in making its 
awards: economic function, corporate 
structure, health of earnings, fairness 
to stockholders, research and develop- 
ment, directorate analysis, fiscal poli- 
cies, production efficiency, sales vigor, 
and executive evaluation. 


Poor penmanship is costly, 
says new foundation 
[legible handwriting cost American 
business more than seventy million dol- 
lars last year, according to Albert G. 
Frost, president of the Handwriting 
Foundation, Inc., a non-profit organ 
ization recently formed to promote a 
greater interest in handwriting. 

The Foundation will endeavor to 
have penmanship reinstated as an im- 
portant course in the country’s primary 
and secondary schools, The program 
has the backing of many prominent 
educators. 

Among the examples provided by 
the new organization of how money is 
lost through poor penmanship was the 
case of the Illinois Bell Telephone Co., 
which, said Mr. Frost, had been losing 
$50,000 a year because of the large 
number of call tickets which have been 
written so illegibly that the company 
could not charge the calls. 

Mr. Frost is board chairman of the 
Esterbrook Pen Co, 

John H. Sheehan, assistant post 
master of New York City, also pointed 
out that of the more than four million 
letters received at the dead-letter office 
in New York each year, a great pro- 
portion were undeliverable because of 
poor handwriting. 


Conference on business, tax 
policy, set for Miami 

A six-day conference on business and 
tax policy will be held at the Whitehall 
Hotel, Palm Beach, Fla., April 17 to 
22, under the joint sponsorship of New 
York University and the University of 
Miami. 

Henry Sellin, executive director of 
the Institute of Federal Taxation of 
NYU’s Division of General Education, 
outlined the objectives of the meeting 
as: 

“(1) To spell out the strategy that 
should govern decisions made by busi- 


(To page 71) 
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If there’s Du Pont Ludox. 


Glistening floors can still be safe floors—if the floor wax contains 
“TLudox” colloidal silica, Du Pont’s anti-slip ingredient. 

Tiny, transparent particles of ““Ludox”’ impart a unique “‘snub- 
bing” action to the wax film—retard the shifting of wax particles 
under foot pressure. The result—added traction and added safety 
underfoot! a) 

Try a wax containing ““Ludox.”’ You’ll see how safe beautiful 
floors can be. 

E. I. du Pont de Nemours & Co. (Inc.), Grasselli Chemicals 
Dept., Wilmington 98, Del. In Canada: Du Pont Company of 
Canada Limited, Box 660, Montreal. 


in your wax 


Ask your 
maintenance man or 
janitor supply house 
for one of the many 

fine waxes on the market 
containing Ludox.® 


For safety underfoot, specify floor wax made with 
GLEDND LUDO x’ 


U. S. PAT. OFF. 


BETTER THINGS FOR BETTER LIVING Colloidal Silica 


» THROUGH CHEMISTRY 
OFFICE MANAGEMENT April, 1955 
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; : : Credenza 
Senior Executive Desk Senior Executive Desk Senior Executive Table (companion model no. 510) 


at tinea on es 8 “ a eee eee i a a 


ME SHR PERLATIVE 


SENIOR EXECUTIVE SERIES 


Senior Executive Bookcase | 


No. 505 


Senior Executive 
Conference Desk 
(companion model no. 515) 


No. 525 
Senior Executive Desk 
Senior Executive 


Secretarial Desk 


No. 555 


@ beautiful @ functional 
@ modern @ complete 


coer [t XECUTIVE 


, Senior Executive 
WICHITA FAL 


as . FURNITURE CO. (| Senet aepe 


No. 577 
Closed Bookcase 


Custom Built Directors Table 
Corner Unit mel (built to your specifications) 


Write for the new Executive Furniture Catalog 
April, 1955 OFFICE MANAGEMENT 
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Association News 


THE OFFICE EXECUTIVES Associ- 
ation of New York, meeting for dinner 
on February 16th at the Belmont 
Plaza Hotel, heard Hoke S. Simpson, 
Director of Executive Programs at Col- 
umbia University’s Graduate School of 
Business, discuss “The Identification 
and Development of Executive Talent.” 

At the luncheon meeting, held March 
2nd at the Masonic Club, Robert R. 
Behlow, New York Regional Director, 
U. S. Bureau of Labor Statistics, spoke 
on the subject, “How Labor Depart- 
ment Publications Aid Office Manage- 
ment.” 

Returning to the Belmont Plaza for 
dinner on the evening of March 16th, 
the OEA listened to Frank E. Fehlman, 
sales and advertising consultant, whose 
topic was “Can You Break Through 
the Salary Barrier?” 


THE SAN DIEGO Chapter of the 
National Office Management Associa- 
tion has been invited to attend the ban- 
quet of the California Business Educa- 
tion Association’s state conference, 
which is scheduled to be held on April 
4th at the Hotel del Coronado. The 
chapter president, Dr. E. Dana Gibson, 
will act as master of ceremonies, and 
the California Council Vocational As- 
sociation @ward will be presented to 
Ray W. Booth, San Diego member of 
NOMA. The award is made for out- 
standing contribution to business edu- 
cation. Mr. Booth is a past president 
of the San Diego Chapter, and he has 
served also as a national director of 


NOMA. 


THE RECORDS Management Associ- 
ation of Chicago held a dinner meet- 
ing on February 8th, at which the fea- 
ture of the evening was a round table 
discussion on “Tricks of the Trade” 
and “Available Literature on Records 
Management,” with Mrs. Melba Com- 
stock acting as moderator, On March 
8th, the group made a field trip to the 
Chicago Park District Library. The 
Association’s annual banquet is sched- 


uled for April 12th. 


THE TRANSCRIPTION Supervisors’ 
Association of New York held its Sev- 
enth Annual Little Business Show at 
Schrafft’s Restaurant, 220 W. 57th St., 
on March 14th. Prior to the opening 
of the show, TSA members met for 
dinner at the restaurant. 
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With the 


THIS month we want to talk about 
our readers, especially those who 
write in to us. Actually, we can’t 
resist bragging a little bit over the 
wave of complimentary letters and 
reprint orders received on one of our 
1955 innovations—the inclusion of 
integrated data processing equipment 
in our regular “Tools of the Office” 
series, The article appeared in the 
February issue, and we've already 
received orders for more than 11,000 
reprints. And the complimentary 
letters came in not only from con- 
sumers, but also from manufacturers 
of the equipment—which is after all 
the acid test, when technical prod- 
ucts are being discussed. 


WE'RE so pleased, actually, that we 
want to relay on some of the mes- 
sages received. From the president 
of one of the companies manufactur- 
ing electronic equipment: “As you 
probably know, a large percentage 
of articles on ‘automation’ are dis- 
torted and non-factual, and too 
many approach the subject from 
the ‘gee whiz’ point of view. Your 
article struck me as eminently sen- 
sible, and was very well thought out.” 


FROM the advertising manager of 
another company: “I found your 
editorial discussion of integrated 
data processing the soundest and 
most instructive interpretation of 
the concept that I’ve yet seen. With 
your presentation of equipment for 
IDP, it must have involved a good 
deal of research.” 

* 


THAT it did—as associate editor 
Robert Beeman, who wrote the ar- 
ticle, is only too ready to testify. 
But we all felt the background work 
was worthwhile—and the kind words 
we've received ever since confirm 


that opinion. 
* 


MARCH Office Management too 
has been earning plaudits, like this 


editors— 


one from one of the officers of a 
Philadelphia manufacturing com- 
pany: “We have found the article, 
‘Methods Planning—How, When, 
Where?’ by Ralph W. Fairbanks, 
beginning in the February issue of 
Office Management, and concluded 
in the March issue very interesting 
and timely. We are also very much 
interested in the complete write-up 
of duplicating and copying equip- 
ment contained in the March issue. 
Because we want to let both the 
February and March copies flow 
through our regular circulation 
system, we are wondering whether 
you can supply us with additional 


copies of both these issues. . . 


WE could and did. Music in an 
editor’s ears, words like these. 


TRUTHFULLY, of course, we get 
our brickbats, too, of both the gentle 
and vehement variety. We like 
them, too—as long as they're defi- 
nitely in the minority—and would 
prove our point by printing two we 
just received, except that they came 
in too late to permit the authors of 
the criticized articles time to pre- 


pare replies. 
* 


EVEN though some of our readers 
do take us to task from time to time, 
the great majority seem to like the 
Office Management diet, as evi- 
denced by the fact that circulation 
continues to grow at a pace which 
has doubled the number of our 
readers in a little more than two 
years. 


THIS we like, 


Mm V Mocf 


Editor 


Robert M. Smith Robert Beeman 
Managing Editor Associate Editor 
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you'll find GLOBE-WERNICKE office equipment everywhere ! 


The most advanced metal office desk in America— 
that’s the perfect description of the famous G/W 
Streamliner Desk. It’s the popular choice of dis- 
criminating executives and professional people 
who want only the best. As handsome in the ex- 
ecutive suite as in the general office, the Stream- 
liner is engineered for maximum work output... 
designed for complete comfort and ease of opera- 
tion. Streamliner desks and tables are available in 


76 different models with a wide selection of beau- 
tiful colors. Such advantages as nylon drawer 
glides for silent sliding, complete sound insula- 
tion, and the quiet, easy operating Arc-Swing 
typewriter mechanism make the G/W Streamliner 
the most adaptable desk for your needs. For a 
complete demonstration see your G/W dealer. 
He’s listed in the “Yellow Pages” of your phone 
book under “Office Furniture”. Or write us direct. 
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CINCINNATI 12, OHIO 


MANUFACTURERS OF THE WORLD'S FINEST OFFICE EQUIPMENT, SYSTEMS, FILING SUPPLIES AND VISIBLE RECORDS 
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Beginning of an era 


THE American Management Association conference on electronics held in 
New York last month was significant in more ways than one, First, and 
most obviously, it was meaningful for its recognition that the impact of 
electronics on the office is not a trivial or a temporary thing, an innovation 
to be absorbed, accepted, and forgotten. For this was not a special conference 
—it was the first of a series of annual conferences. 

Equally interesting is the fact that the conference, although it dealt only 
with the effect of electronics on the office, and did not touch in any way on 
automation in the factory, was sponsored by the Finance Division of the 
AMA—proof that the office today has come into its own in top management 
consideration as a major producing section of the company. For a long time, 
office managers have felt handicapped by top management’s preoccupation 
with the factory, with its willingness to give the factory the benefits of re- 
search facilities, of the newest in tools, techniques, and equipment. Now the 
success of this conference—and its sponsorship—shows the trend of manage- 
ment thinking today, a trend toward a searching and thoughtful review of 
the office and its functions. 

The effect of electronics is giving office management the opportunity so 
often reserved in the past for production management, but it also puts office 
management in the exposed position which has always been the lot of produc- 
tion management. The office now has its chance to do the things that have 
always needed to be done—but now every office manager must be prepared 
to say what should be done; he can no longer relax in the comfort of routine. 
His is now in a position where he must be a creative innovator; not the cus- 
todian of a time honored system. 

This is office management’s challenge—and its opportunity. 
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Decentralized management not threatened 


by data processors, AMA told 


First in series of annual electronics conferences draws 1200 in New York 


by Robert M. Smith 


ELECTRONICS, today the fastest 
growing industry in the country, will 
force basic changes in management 
thinking, but it will not mean that 
corporate management will take over 
from operating management, or that 
the current trend toward decentraliza- 
tion of operations will reverse itself, 
Don G. Mitchell, chairman of the 
board, Sylvania Electronic Products, 
told 1200 management executives at- 
tending the first of an annual series of 
American Management Association 
conferences on electronics, which was 
held in New York, February 28- 
March 2. 
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Other speakers spelled out in detail 
the type of equipment, the prepara- 
tions, the programming problems of 
converting conventional office installa- 
tions to electronic controls at the three- 
day conference, one of the largest ever 
held by the AMA Finance Division. 

The entire morning session on March 
1, the second day of the conference, 
was devoted to a detailed analysis by 
four Chesapeake & Ohio Railroad exec- 
utives of all the steps taken by that 
organization in preparing for installa- 
tion of an electronic computer, and the 
implications which they feel their in- 
stallation has for possible new analytical 
approaches to management problems. 

Mr. Mitchell, who was the opening 
speaker of the meeting, said that cur- 
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rent developments make centralization 
and mechanization of data processing 
imperative for large companies such as 
his, which has 39 installations in 11 
states in addition to 15 warehouses in 
other locations. 

Electronic data processing equipment 
should not be expected to save the in- 
stalling company money immediately, 
he warned the financial executives, be- 
cause it takes time to get it into opera- 
tion, and it may add considerably to 
expenses at first. However, he warned, 
if a company does not get started in 
planning for its electronic applications 
early, it is apt to find itself in a diffi- 
cult competitive position when its 
rivals get ahead of it. 

A weakened competitive position for 
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the company which delays installing 
electronic data processing equipment 
will not come about solely because of 
the increased efficiency of the equip- 
ment, he implied, because electronics 
demands healthy revisions of manage- 
ment thinking as well. 

“Electronic equipment will separate 
the men from the boys in top manage- 
ment,” Mr. Mitchel] declared. “Hereto- 
fore, a person not ready to commit 
himself has been able to defer decision 
making on the grounds that he needed 
more facts. With modern equipment 
the facts will be available and execu- 
tives will have to act without excuse 
for delay. The competitors will have 
the same facts at the same time; thus 
decisions will have to be made imme- 
diately. 

“The ability to make decisions thus 
becomes increasingly important.” 


Sylvania plans center 


Sylvania itself plans to build a data 
processing center for use by all its in- 
stallations at a site yet unselected, Mr. 
Mitchell said (See “Automation in the 
Office,” Page 31, this issue of Office 
Management). Cost of the building 
will be approximately one million dol- 
lars, and equipment to be installed will 
run another million. 

Determining factors in selecting a 
location for a data processing center 
must be adequate communication fa- 
cilities for the town, and an area in 
which “high calibre specialized people” 
will be willing to make their homes. 

In the question and answer session 
which followed the opening talk, Mr. 
Mitchell said that Sylvania had decided 
to concentrate data processing facilities 
in one center following a year’s re- 
search on the pros and cons of a center 
as against independent installations by 
a team of six: four from within the 
company, two specialists from the out- 
side. 

The data processor used will be a 
UNIVAC, he said, and operations to 
be scheduled will include payroll, in- 
ventory control, and production sched- 
uling, at least. 

The second speaker at the opening 
morning session, Joseph E, Carrico, 
manager, Arthur Andersen & Co., Chi- 
cago, in a comparison of three types of 
data processing machines—small, me- 
dium, and large—reviewed the basic 
structure of an electronic computer. All 
central computers are built with four 
main elements, he said—a control unit, 
a storage or memory unit, an arithmetic 
unit, and a logic or comparison unit. 
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William Bamert, final C. & O. speaker, analyzed in detail how management 
control of company functions could be strengthened through electronics 
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The major difference between the 
electronic computer and previous cal- 
culating devices is the computer’s abil- 
ity to proceed through various steps 
according to a pre-determined program 
stored within the machine. 

“This permits great flexibility,” he 
said. “It permits the storage of instruc- 
tions and of data to be processed. The 
memory unit can be described as a 
series of pigeon holes in which data 
can be stored.” 


Four “memory” units discussed 


In a comparison of various types of 
memory units in use today, he dis- 
tinguished between four main types— 
magnetic drum, mercury tank, cathode 
ray tube, and magnetic core. 

The magnetic drum, widely used in 
the smaller and less expensive com- 
puters, is inexpensive, but it is not as 
fast in operation as the other types, 
Mr. Carrico said. The mercury tank, 
which is used in the UNIVAC, is much 
faster, but it is expensive. The cathode 
ray tube is extremely fast, but it is use- 
ful only for “dynamic storage” as op- 
posed to “static storage,” since the 
image fades after use just as a picture 
dies on the television screen when it is 
turned off. 

Fastest of all is the magnetic core, 
which will be used in the IBM 704 and 
705, he went on, but it is also the most 
expensive, not because of its inherent 
cost, but because of the elaborate asso- 
ciated equipment it requires. 

Arithmetic and control units are 
basically similar in almost all data proc- 
essors, he said. 

The most significant factor in a com- 
puter system is the “system” itself, Mr. 
Carrico told the AMA group—how fast 


The equipment exhibit drew interested spectators 


the data processor works as a complete 
unit, rather than how fast any of its 
individual components can perform. 

Although a computer is more precise 
than any previous machine, there is no 
such thing as a one hundred per cent 
accurate data processor, Mr. Carrico re- 
ported. Nor is it true that a computer 
always detects its own errors. Some 
type of checking control is always 
necessary, 

But these controls can be established, 
the speaker continued, and so reliabil- 
ity is not much of a problem in elec- 
tronic installations. 

The first speaker of the afternoon 
session, James Gibbons, manager, Price 
Waterhouse and Co., New York, car- 
ried on the discussion of “hardware” 
begun by Mr. Carrico. Discussing in- 
put and output equipment, he said that 
systems are broken down into three 
categories—small, medium, and large 
—and that it is best to define these 
categories by the speed of the central 
unit and the flexibility and range of 
input and output mechanisms rather 
than by cost. 

Of the various types of input me- 
chanisms, the simplest are those using 
keyboards, according to Mr. Gibbons. 
Computers with such mechanisms in- 
clude the Burroughs E101, and the 
Underwood Elecom, in which a key- 
board is used to punch a paper tape. 

The speaker stressed the importance 
of verifying information fed to the 
computer in order to insure reliability 
of results. Magnetic tapes can be easily 
verified by preparing duplicate tapes, 
and then comparing them, as can be 
done with punched cards. Such verifi- 
cation is particularly important at 
transfer points where information is 
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at every break 


carried from one medium into an- 
other, he stated. 

Magnetic tape has two major advan- 
tages as an input medium, he declared: 
it processes information much faster 
than other media, and it does not re- 
quire nearly so much storage space as 
other methods of storing information. 

In discussing various devices which 
permit conversion from one medium 
to another, he said that there now exist 
tape-to-card punches, punched card to 
magnetic tape units, card-to-tape 
punches, and tape-to-printer units. 
There are also “buffers”—storage units 
which can accept information at one 
rate of speed and transmit it at a dif- 
ferent rate. 


Multiple manual input needed 


The final speaker of the “hardware” 
discussion was C. W. Adams, consult- 
ant to the director of Office Methods 
and Procedures, Westinghouse Electric 
Corp., Pittsburgh, who said that when 
raw information is being entered into a 
computer by manually operated de- 
vices, the machine, for economy, must 
be so constructed that several people 
can be entering information simultane- 
ously, since machine processing speed 
is so much faster than the manual 
speed of any one operator. He cited 
Remington Rand’s Speed Tally as an 
example of a machine which could ac- 
cept input from several different opera- 
tors simultaneously. 

Following the technical discussions 
of machine components, the conference 
program for the remainder of Monday 
and Tuesday was devoted to discus- 
sions of the preliminary survey and pro- 
gramming work, and the revision of 
procedures that must accompany com- 
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“Electronic equipment will 
separate the men from the 
boys in top management— 
a person not ready to com- 
mit himself has been able 
to defer decision making 
on the grounds he needed 
more facts. With modern 
equipment the facts will be 
available, and executives 
will have to act without ex- 
euse for delay...” 


puter installations. L. E. Grimes, Gen- 
eral Assistant Controller, E. I. duPont 
de Nemours and Co., Wilmington, 
Del., led off his phase of the program 
on Monday afternoon, with an outline 
of how a preparatory program can be 
organized for the most extensive pos- 
sible use of a computer. Du Pont origi- 
nally ordered a UNIVAC for research 
purposes, but is now planning extend- 
ed use of it in clerical operations. Its 
plans are being based on the findings 
of a research committee which repre- 


sents all major data processing de- 
partments. 

Du Pont has found it wise, Grimes 
declared, to place senior department 


“Now in our company, we do this...” 


executives on the steering committee 
guiding the research program, to in- 
sure complete acceptance of all pro- 
cedure revisions made to permit the 
most effective use of the computer. 


When is installation justified? 


Charles C. Laubacher, final speaker 
of the Monday session, discussed sur- 
vey techniques to determine whether a 
computer installation is justified in a 
given company. The speaker, who is 
Office Service Manager, Georgia Divi- 
sion, Lockheed Aircraft Corp., Mari- 
etta, Ga., said that his company origi- 
nally rented several IBM 650’s for engi- 
neering use. Mechanization s~ecialists 


in the company believed that similar 
equipment could be used successfully 
to handle clerical work procedures, 
and with the “blessing of manage- 
ment” formed a survey committee to 
determine just what could be achieved 
by automating office procedures. 

Payroll and production scheduling 
were chosen as test areas for the sur- 
vey, and it was decided that the survey 
would limit itself to how much a com- 
puter might speed and improve present 
operations, without consideration of 
additional “fringe benefits,” it might 
bring. 

Both IBM and Remington Rand, at 

(To page 34) 


Manufacturers of auxiliary equipment, as well as computers, were represented 
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Scenes at the Seminar... 


“Indispensable” man not top management 
material, Chicago seminar hears 


Speakers also cover implications of electronics, salary OFFICE managers face the same two 
fundamental challenges met by all 
administration, communications programs. Business Show, _ \evels of management, John W. Evers, 
with record number of exhibitors, draws 40,000 en kentamauteain 
at the opening of the Thirteenth Annu- 
al Seminar and Business Show, held last 
month under sponsorship of the Office 
Management Association of Chicago in 
conjunction with Northwestern Uni- 
versity. 

These challenges, according to Mr. 
Evers are: to give increasingly better 
service to the organization, while sim- 
ultaneously reducing costs, and to de- 
velop the traits of leadership in order 
to encourage the fullest cooperation 
from the people working in the office. 


Clerical work increase reviewed 


Mr. Evers, speaking before the open- 
ing luncheon meeting of the seminar 
on February 28, reviewed the increases 
in the volume of clerical work, and con- 
ceded that government regulations and 
increased management demands _ac- 
counted for much of the increase. 
Nevertheless, management still must 
look for lower costs per unit of produc- 


_ 3 ; . tion, he pointed out, and in the office 
Not only did OMAC have two queens this year—it also crowned “The Office ‘. : a 
Figure,” shown here with L. R. Chase, OMAC president (left), and Michael R. this must be done by improving pro- 
Notaro, president of the Statistical Tabulating Company. cedures, 
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-.. and at the Business Show 


“Commonwealth Edison has a task 
force continually studying the proce- 
dures of billing one and three-quarter 
million customers,” Evers said. “This 
task force cuts across organizational 
lines and is given sufficient authority 
to carry out changes.” 

Some of the things which have been 
done at his company to reduce clerical 
costs include simplified postcard _bill- 
ing, and making meter readings and 
sending out bills bi-monthly instead of 
monthly, Evers continued. The com- 
pany also expects to install a large com- 
puter shortly, and believes it will save 
about three-quarters of a million dol- 
lars annually through its use. 


“Gamble” taken on team 


“I might add that we gambled some- 
what in the beginning by establishing 
a study team to investigate the elec- 
tronic computer,” Evers said. “At the 
outset it was by no means clear that 
the electronic computer could be used 
advantageously in our billing opera- 
tions. The electronic computer team 
in our company devoted a total of ten 
man years to the study of the problem 
before all of the practical factors were 
pinned down.” 

Thus, the primary challenge to all 
management in the office field is the 
necessity to examine constantly the 
paper work done, to search for the 
simplest method of doing everything, 
to eliminate superfluous work, he went 
on. 

“It is true that office management re- 
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quires special technical skills and com- 
petence,” Evers declared. “But the 
efficient operation of an office is not 
based solely on technical skill. Just as 
in a factory, offices do not function 
without people in them. Good office 
management, like good factory man- 
agement, or any other management 
means getting the cooperation of other 
human beings.” 

Robert A. Ferguson, president, Rust- 
Oleum Corp., Evanston, Illinois, speak- 
ing’ on “Opportunities for the Office 
Manager in Top Management,” was 
the second speaker on the opening day 
of the seminar. He advised office man- 
agers to avoid restricting themselves to 
the “inside view” if they want to move 
into top management, and stressed the 
importance of looking at the entire 
company, and the company’s relations 
with customers and the public as a 
whole. 

“More and more, saies volume 
and the sales department play an 
extraordinary part, and might well 
be called the pulmonary artery of 
a business,” he went-on. “With- 
out a smoothly working sales chan- 
nel, a business —be it manufactur- 
ing a product, or just rendering serv- 
vice—will surely die. Perhaps that ex- 
plains why so many top management 
executives come up via the sales depart- 
ment route. In my opinion, it clearly 
applies to the responsibilities of people 
in the position of office manager, to 
recognize it as an important stepping 
stone up, It is one of the keys to the 


John W. Evers, keynote speaker 


important balance in one’s point of 
view, to have a firm grasp of the cus- 
tomer’s point of view.” 

Equitable distribution of the office 
work load is a sign that the office man- 
agement may be of top management 
calibre, Ferguson said, pointing out that 
the office manager who is “indis- 
pensable” all too often lacks ability to 
plan, organize and execute his respon- 
sibilities in a way that leaves him free 
to grow on his job. 

“Obviously, then, the top manage- 
ment calibre person will see to it that 
he, in his present job as office manager, 
is not indispensable; will so conduct 
his affairs and responsibilities as to 
have the time to grow in his knowl- 


(To page 36) 
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New publishing offices show— 


Reinhold Publishing’s New York offices offer each of 
the company’s publications a layout tailored to its specific 
needs, all within a trim, cohesive whole— 


PUBLISHING offices are not as a rule 
noted for their handsome attributes— 
for publishing, unlike most other in- 
dustries, houses its basic production fa- 
cilities in the office rather than in a 
plant, The end results are put on 
paper and bound in a conventional 
factory, but the initial planning and 
production, the blood, sweat and tears, 
and alternate crisis and calm that is the 
editorial and writing process, takes 
place in an office—and usually the office 
looks it. 

A happy exception to the general 
rule are the new offices of the Reinhold 
Publishing Co. in New York, which 
blend space, handsomeness, and effi- 


24 


cient working conditions for the edi- 
torial and production processes in a 
happy and judicious mixture. 


Magazines, books published 


Reinhold publishes technical books, 
catalogues, and three specialized maga- 
zines: Progressive Architecture, Mate- 
rials and Methods, and Automatic Con- 
trol—so its problem in designing new 
offices was complicated even more by 
the fact that the company represented a 
fusion of different kinds of publishing 
—book and magazine—and that within 
the magazine segment, it had three 
periodicals covering entirely different 
fields with little or nothing in common. 
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of Reinhold president, Philip H. Hubbard 
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Architect Louis Shulman, in cooper- 
ation with Reinhold executives, planned 
the new offices with these factors in 
mind. Thus, each magazine not only 
has its own editorial department, which 
is, of course, standard operating pro- 
cedure, but each also has its own pro- 
duction and independent sales depart- 
ment, and its own publisher within the 
company structure. Moreover, the 
magazines are physically separated 
from each other in the general offices— 
Progressive Architecture, and Materials 
and Methods being at extreme ends 
of one of the two and a half floors 
Reinhold has at 430 Park Avenue, New 
York, and the third, Automatic Con- 
trol, being on another floor altogether. 
Production, sales, and editorial depart- 
ments for the books published by the 
company are also housed on a different 
floor from the magazine editorial 
offices. 
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But complete flexibility and individ- 
uality of layout have been carried even 
farther. Thus, editorial, production, 
and advertising offices within each 
magazine’s area have been laid out in 
different fashions for each, Associate 
editors on Progressive Architecture 
work in one large open office occupy- 
ing the same relative position at their 
end of the building that is occupied by 
the offices of the editor and managing 
editor of Materials and Methods at the 
other. Associate editors on Materials 
and Methods work in semi-partitioned 
individual offices in a position corre- 
sponding to the office area of Produc- 
tion, Drafting, and the Managing Edi- 
tor’s office in Progressive Architecture. 


Decentralization—within one office 


Thus, in effect, Reinhold has 
achieved decentralized management 
within one office—and has let the man- 
agement in each department have the 
office arrangement which seems best 
suited to its individual requirements. 

It has also carried this note of in- 
dividual working freedom through to 
decoration so that private offices are 
decorated entirely in accordance with 
the taste of the executive occupying 
the office. Thus, one private office may 
be quite luxurious, the one immedi- 
ately next door utilitarian and spartan 
in its simplicity. 

Particularly handsome in the new 
Reinhold offices are the reception 
rooms and conference room which oc- 
cupy the center of the floor housing 
Progressive Architecture, and Materials 
and Methods. The entire reception 
area is visible from the corridor lead- 
ing to it through a glass wall carrying 

(To page 64) 
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Large conference room can be divided into two rooms by Modernfold doors 
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Receptionist is backed by roster of Reinhold publications . . . 
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Middle digit filing simplifies sorting problem 


American Insurance Company finds it saves time and 


money by breaking down numerical sorting by digit 


groups before final numerical filing 


STRAIGHT numerical sorting and fil- 
ing, simple though it is, can be a te- 
dious and time-consuming job in a 
company which handles as many new 
files each day as does the average in- 
surance company. Particularly cumber- 
some is the filing of “daily reports,” 
the copies of agent-written policies re- 
ceived every day in the home offices of 
insurance concerns, since the number 
assigned a given policy can run into 
several digits, and the number of in- 
coming dailies is very high. 

Thus, it is simple enough to insert 
“daily” 1578463 between number 
1578462 and number 1578464—but it 
isn’t so simple to organize 1578463 into 
its proper place when it is only one of 
several thousand dailies received in the 
filing department at one time. Then 
all must be sorted, and that takes time 
with seven-digit numbers — and even 
longer when seven-digit numbers are 
mixed in with three-digit, five-digit, 
and six-digit numbers, 

It used to take a lot more time than 
it does today at the American Insur- 
ance Co., in Newark, N. J., which has 
eliminated its old method of multiple 
sorting of dailies in favor of the 
“Middle Digit” system of sorting. Un- 
der the Middle Digit system, the num- 
ber assigned each daily is broken down 
into groups, so that the sorting system 
works somewhat on the principle of 
edge-notched cards—first a major 
breakdown, then successively refined 
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smaller breakdowns until finally all 
the day’s incoming policy records are 
in numerical order. 

Thus, the sorting process with the 
seven-digit number, 1578463, now is 
handled like this at American Insur- 
ance: 

First the number is divided into four 
digit groups—1-57-84-63. When all 
dailies are ready to be sorted, they are 
sorted first according to the group con- 
taining the third and fourth digits 
from the end of the number. Thus, on 
the first breakdown 1-57-84-63 would 
be placed in a group with all other 
dailies carrying 84 as the third and 
fourth digits from the end. All digits 
other than those in the third group 
would be ignored so 1-57-84-63 might 
in the first sorting be put in the same 
pile with 26-84-01 and 05-84-29. 


Sorted by second group 


Next, the various groups sorted in 
the first breakdown would be further 
broken down according to the fifth 
and sixth digits from the end of the 
number. In this refinement of the first 
sorting 1-57-84-63 would part company 
with 26-84-01 and 05-84-29, but it 
would still remain with those cards re- 
lated to it by two digit groups, such 
as 2-57-84-98, and 57-84-11. 

A third sorting follows in each of 
the number of groups that have now 
been created, 1-57-84-63 has already 
been sorted into group 84, then into 
smaller group 57 of group 84. The 
only two groups left are 1 and 63. 
The card is filed first by 1, in the 57-84 
group, and then by 63 in regular num- 
erical order. 

In order to make the system work, 
all dailies must have at least six digits, 
in three groups of two digits each. 
Therefore a daily with a true number 
of, say, only 384, would be designated 
00-03-84. 

The Records Filing Department at 
American Insurance has been convert- 
ed to make filing under the new sys- 
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tem as simple as possible. Thus, all 
file drawers are labeled with a large 
and small] set of double numbers. The 
large size number is the “major digit” 
(84 in the number used above, 
1-57-84-63); the small size number is 
the minor digit (57 in 1-57-84-63). 

Thus, a clerk attempting to locate 
1-57-84-63 after it has been filed would 
go down the corridor until she came to 
the bank of files carrying the number 
84, locate the drawer within the bank 
marked 57, find the guide card for 
15784, and then locate 1578463 in reg- 
ular numerical order. 

Since the company had to change 
the physical layout of the files for the 
new system without discontinuing serv- 
ice, careful planning had to be done to 
make the conversion. More than two 
million dailies had to be completely 
refiled before the new system could go 
into operation, but careful time studies 
in advance of the conversion convinced 
management that with sufficient work- 
ers, the changeover could be made in 
one week end. Fifty-five employees 
were hired for weekend duty at the 
home office in Newark, thirty-nine at 
the Western Department in Rockford, 
Ill. 

Both groups met their target within 
the time allotted, and by Monday 
morning regular filing personnel were 
ready to start their daily work under 
the new system. 

The Records Department had pre- 
pared 3 x 5 cards for all the guide 
cards in the files, so that an audit could 
be made to check the accuracy of the 
transfer after it had been made, and 
the move, of course, did not actually 
change individual file numbers. 

This is not the end of the changes 
at American Insurance. Plans are now 
being made for the installation of open 
shelf filing on which dailies will be 
filed vertically. File clerks will do 
their work seated on movable file seats 
running on tracks parallel to the 
shelves. 
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Bay Street, in downtown Toronto 


NOMA conference will stress cost control 


Thirty-sixth International Conference will open in 
Toronto May 22; equipment show to run concurrently 


TORONTO will be the scene of the 
36th International Conference and Of- 
fice Machinery and Equipment Expo- 
sition of the National Office Manage- 
ment Association, which will open in 
the Canadian city on May 22, and run 
through the 26th. 

“Controlling Office Costs” is the 
theme of this year’s conference, which 


Budget development, work 
measurement, electronic 
data processing, executive 
development, incentive 
plans will be covered in 
technical sessions at this 


year’s conference. - 
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will be held in the Royal York Hotel, 
Toronto. The business show will be 
held in the city’s Mutual Arena. 
Although speakers have not yet been 
announced, the conference program has 
been completed. The Chapter Officers’ 
Council, Tea for NOMA Wives, and 
Chapter Presidents’ Dinner, will be 
held on Sunday, May 22, the opening 
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day, as usual. Technical sessions will 
begin on Monday, May 23. 

The keynote session on “Controlling 
Office Costs” will outline the potential 
of scientific office management in con- 
trolling mushrooming clerical costs. 
Subsequent sessions will analyze in de- 
tail various aspects of the problem. 

The first afternoon session on the 
opening day will cover “Budget De- 
velopment,” with emphasis on “proved” 
methods for successful presentation of 
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budgets to management. The second 
afternoon session will explore “Work 
Measurement,” with particular stress 
on evaluating quality of work as well 
as quantity. 

The Tuesday session will open with 
a discussion of “Methods Improve- 
ment.” Objectives of a methods im- 
provement program, discussion of who 
should do the job, how much it will 
cost, and what savings it may bring, 
will be covered. The second session on 
Tuesday morning will deal with “Ex- 
ecutive Development,” and the speaker 
will outline workable means of person- 
nel evaluation, how to recognize ability 
to handle responsibility, and the pros 
and cons of formal and informal leader- 
ship training programs within organ- 
izations. 

Two Tuesday afternoon concurrent 
sessions will be devoted to “Duplicat- 
ing Equipment,” and “Electronic Data 
Processing.” “Duplicating Equipment” 
will cover all that is new in the field 
of duplicating machines and systems, 
and how duplicating costs can be cut. 
“Electronic Data Processing” will re- 


view the fast-developing field, with par- 


ticular stress on how individual elec- 


tronic components can be used to per- 
form office jobs in small and medium- 
sized offices as well as in those that can 
afford complete computer systems. 

The annual banquet will be held on 
Tuesday evening, at which time new 
international officers will be installed. 
A dance will follow the entertainment 
after the banquet. 


Panel will discuss incentives 


The closing technical session on 
Wednesday morning, May 25, will be 
devoted to “Incentives’—both psycho- 
logical and financial. Speakers will 
cover standard pay incentive plans, and 
will develop in some detail the less 
well-known aspects of psychological in- 
centive systems. 

The conference will conclude with 
the annual luncheon on Wednesday, 
but the exposition will, as usual, remain 
open for an additional day, Thursday, 
May 26. 

Social events, for women guests, in 
addition to the Chapter Presidents’ 


Dinner and ladies’ tea on Sunday, and 
annual banquet and luncheon, will in- 
clude a bus trip and luncheon and 
fashion show at the Scarboro Golf and 
Country Club near Toronto. 

NOMA headquarters in Philadelphia 
reports that the Equipment Exposition 
in the Mutual Arena will feature, as 
does one of the technical sessions of the 
conference, electronic equipment for 
small and medium-sized offices. 

Full conference registration fee for 
NOMA members is $30, which in- 
cludes all technical sessions, Chapter 
Presidents’ Dinner, and Annual Ban- 
quet and Luncheon. Fee for non- 
members is $38.50. A special registra- 
tion plan is also available to companies 
wishing to send non-member employees 
to the technical sessions. Technical ses- 
sion registration for a company costs 
$24.00, and allows the company to send 
ten employees to each technical session. 
Since tickets are transferable, ten dif- 
ferent employees may attend each 
session. 

All conference sessions will be held 
at the Royal York Hotel. 


California Business Show will open — 12 


WITH “Progress and Service” as its 
motto, the Eighth Annual Southern 
California Business Show will open in 
Los Angeles, April 12. Sponsored by 
the Los Angeles Chapter of the Na- 
tional Association of Cost Accountants, 
the show will be held at the Biltmore 
Hotel in Los Angeles. It will run 
from the 12th through the 15th. 

Attendance at the 1954 show was 
more than 30,000, and show sponsors 
believe the continued business expan- 
sion in California, and in particular the 
growth of the Los Angeles area, which 
is now the third largest manufacturing 
complex in the country, will lead to an 
even higher attendance at the ’55 ex- 
position, 

Space reservations, according to the 
sponsors, have already passed previous 
records, and particular emphasis this 
year is being placed by exhibitors on 
high speed electronic devices in the of- 
fice equipment field. To date, more 
than forty manufacturing and service 
firms have reserved exhibit space, and 
the sponsoring group says that some 
of the equipment to be displayed at the 
show has never been exhibited before. 

Show hours are 10:00 A.M. to 10:00 
P.M. daily. 
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Queen of show this year is Miss Marie Engen 
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Methods or medicine, symptoms are a warning 


The good methods man, like the good doctor, should 
always be on the alert for danger signals—office troubles, 
too, can often be caught early— 


by Edmond W. McNamara 
Office Manager, The Bassick Co., Bridgeport, Conn. 


WHEN your family doctor gives you 
a checkup, when he reviews your phys- 
ical system, he is alert for symptoms. 
When he finds certain symptoms they 
suggest to him that something may be 
wrong with your system; something 
that you never suspected. Although 
looking for one thing, he may stumble 
upon another, because he has detected 
a symptom which to him is a signal 
of impending or existing trouble. 

Similarly, isn’t the office methods 
man, in a sense, the doctor to your 
clerical systems? Mustn’t he be con- 
stantly alert and on the lookout for 
symptoms which warn that something 
may be wrong with your clerical sys- 
tems? Like the medical doctor, the 
methods man may be searching for one 
thing and chance upon another, per- 
haps more serious, merely by detecting 
and heeding a symptom. 


What are office symptoms? 


To illustrate the type of symptom 
that a methods man ought to recognize, 
consider a billing situation. Assume 
that the methods man is reviewing the 
present method of creating and process- 
ing credit invoices. Perhaps the reason 
he is reviewing the method is because 
there have been an unusually large 
number of credits being processed. 
Somebody in management has recog- 
nized this symptom which suggested to 
him that there must be something 
wrong either with the original billing, 
the shipping, or the sales coding for 
example. And so the methods man 
was called in to find out what was 
causing so many credits to be issued. 
In these circumstances he will be look- 
ing for one specific thing, a cause for 
one specific ill. 

But, while reviewing the credits he 
discovers that there are such things as 
“Adjustments to Credits.” These are 
documents that are required to correct 
or adjust credits which have been pre- 
viously issued incorrectly. Now these 
credits were issued in the first place 
to correct invoices which had been in- 
correct in one way or another. 
Detecting the presence of “Adjust- 
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ments to Credits” might be a very im- 
portant development. It may be a symp- 
tom worth exploring. It immediately 
suggests that somehow, somewhere, 
someone is adding error upon error. 
It suggests to the methods man that he 
must not only analyze the causes for 
the high volume of credits, he must 
also look into the possibility of another 
disease that is more harmful. This dis- 
ease is “Adjustments - to - creditsitis.” 
“Creditsitis” is a common disease. It is 
simple to cope with. It is generally 
accepted in most business offices and 
is usually not too troublesome. But 
“Adjustments-to-creditsitis” is a pesky 
disease that can cause havoc, raising 
Cain with the nerves of bookkeepers, 
ruffling customer relations, overloading 
the mail service, and in some extreme 
cases, causing trips by high-priced ac- 
counting executives to review one an- 
other’s books to try to straighten out 
the mess. 

All of these can be prevented by the 
methods man who is alert to symptoms 
of impending trouble. 

In physical medicine there are many 
symptoms, some of which invariably 


indicate basic serious trouble. For ex- 
ample, a sudden loss of weight for no 
apparent reason, In the realm of cleri- 
cal medicine, there are many symptoms 
which bother the conscientious methods 
man. Perhaps the most significant one 
is a report that has been prepared in 
the same manner for years. 

By challenging the necessity of re- 
ports, by persistent use of the question, 
“Why?” the methods man will fre- 
quently find that a certain report is 
simply a prodding report. A prodding 
report is one that is issued regularly 
by one department to remind a second 
department that they, the second de- 
partment, have failed to fulfill their 
end of a company assignment. 


Preventive action best 


Some people will defend such re- 
ports by saying that they get action. 
Perhaps they do. But in many cases 
this is after-the-fact action and the en- 
tire report could be eliminated and the 
related function carried out more effi- 
ciently if the action were preventive 
rather than after-the-fact. Oftentimes 
by putting internal control before an 
event rather than after the event, such 
preventive action can be achieved. 

To illustrate, supposing a procedure 
requires that every time a piece of 
equipment is transferred, the mainte- 
nance man report to a clerk who is 


(To page 71) 
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_Ink Pads 


1 Crown Office Supply Co. 


2 A. C. McClurg & Co. 


Description 


Consolidated Office Sumply Co, 


Date 


Bates - Standard 


2-11-50 


426 — 


Ll black 


Amco Read Inked — red 


3-16-51 


Bates Ink pads 


7-9-51 


Rates for numbering machine 
posts 


B-44824 


6unl19—52 
19-52 


1-19-53] B-61613 


One simple file 


by Freida Kraines 


streamlined our purchasing 


Records and Library Supervisor, Chicago Park District 


IF VARIETY be the spice of life then 
certainly the centralized purchasing 
division of the Chicago Park District 
has plenty of both spice and variety. 
The Park District is responsible for 
the management of the parks and bou- 
levards in Chicago, which includes 
not only landscaping and horticultural 
work of the parks, but also construc- 
tion, maintenance, and policing of the 
boulevards, conducting an extensive 
recreation program, and even operating 
a zoo. Naturally a great variety of 
items and services must be purchased— 
over 2,500—and in 1951 the recently 
appointed purchasing director decided 
that the constant reference to the pur- 
chase orders for information on previ- 
ous prices, vendors, etc., was too cum- 
bersome, so he asked that an item file 
be set up. The Korean war was on 
and priorities were based on 1950 pur- 
chases, but there was no immediate 
record available of what quantities had 
been bought. Beside the direct need for 
determining priorities, a source of in- 
formation was necessary for prices, 
preparing budget estimates, checking 
the source of supply, etc. 
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A clerk was chosen to do the actual 
work of making the file, but before she 
started, the Director of Purchases and 
the Records & Library Supervisor 
worked out the form and procedures. 
The clerk, herself, also participated in 
the planning of the file. 

A 8x5 card was chosen as large 
enough to contain the information 
needed (Figure 1). Before designing 
the form, another installation was 
visited and from it the idea was bor- 
rowed of listing vendors at the top of 
the card and keying them, by number, 
to the items. The requisition number 
was listed rather than the purchase 
order because it had the supporting 
papers such as quotations and specifica- 
tions attached to it. The purchase 
order could be referred to from the 
requisition if necessary. 


Rotary file used 


Some time was spent in ascertaining 
what equipment to use to house the 
cards. After seeing various card files, 
a Ferris rotary file was chosen because 
one unit would hold all the cards; it 
was easy to use; and any kind of card 
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could be used in it. The capacity of 
one file was 8,000 cards, which was 
twice as much as the average rotary 
file, and represented a considerable 
gain in accessibility and space-saving 
over a vertical or horizontal card file 
cabinet. In addition, it was movable, 
stood desk high and was, therefore, 
more flexible in fitting into an office 
layout. 

The next task, and by far the largest 
one, was to make a subject list of the 
items. To do this, the Records & Li- 
brary Supervisor read through a 
drawer of purchase orders and listed 
each item on a separate card. This 
list served as a model because it showed 
the variety of items involved and illus- 
trated the problems of naming the 
items as well as grouping them. It was 
decided to arrange them alphabetically 
by individual item, rather than by 
larger categories because it was be- 
lieved that a reference would be to a 
specific item and not to a large group. 
This arrangement would also eliminate 
the need of an index since the file 
would be self-indexing. The use of 
trade names was avoided. (To page 66) 
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John W. Devins (right) Minneapolis and St. Louis president, and Larry S. Provo, 


vice president, examine some of equipment being used in railroad’s 1.D.P. system 


Sylvania selects site for data processing center; 
Burroughs announces new high speed printer 


SYLVANIA Electric Products Inc. an- 
nounced late in March that it has 
selected a location in the town of 
Camillus, N. Y., near Syracuse, as the 
site of the company’s new Data Process- 
ing Center. 

Leon C. Guest, Jr., Sylvania Con- 
troller, said the company has obtained 
an option on a site in excess of 30 acres, 
and that as soon as a purchase contract 
is signed, construction work is expected 
to start on a building of approximately 
50,000 square feet. 

Mr. Guest explained that the “data 
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processing” will involve the gather- 
ing, recording, computing, and classi- 
fying of a wide variety of company- 
wide information concerning produc- 
tion volume, sales, billing, and many 
other types of business data. A “Uni- 
vac” will be used in the center. 


Burroughs announces new printer 


Burroughs Corp. announced last 
month development of a new process 
called “Electrographic Recording” 
which will print the calculations of an 
electronic data processor at the rate of 


5,000 characters a second. 

Potential applications for the new 
high speed electrographic printing tech- 
nique, according to Burroughs’ spokes- 
men, are: 

1. Electronic computer output sys- 
tems. 

2. High speed labeling or strip 
printing. 

3. Page printing. 

4. Teletyping and telemetering ap- 
plications. 

5. Facsimile and duplicating applica- 
tions. 
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Part of Standard Register’s new workshop at Dayton 


6. Display applications. 

Dr. Herman Epstein, of the Bur- 
roughs Research Center, who an- 
nounced the new process at the West 
Coast Computer Conference in Los 
Angeles at the beginning of March, 
described the printing operation as a 
three-stage process. Characters first 
take the form of a pinpoint pattern of 
electrostatic charges on the surface of 
a low-cost coated paper. Next, the pat- 
tern is made visible by passing the 
paper through a dry ink bath, Here, 
minute particles of powdered ink cling 
to the areas where the paper has been 
charged. The paper then rolls through 
a third station where a temperature 
controlled hot plate “fixes” the ink 
permanently. 

The process takes considerably longer 
to describe than it does to occur, ac- 
cording to Dr. Epstein. Paper moves 
continuously through the three stations 
at a rate of speed which can reach 44 
feet per second. Each image is formed 
on the paper in three millionths of a 
second. 

The electrostatic image of each char- 
acter is created by passing a short burst 
of electric current through selected 
wires in a matrix. Selection of the 
proper wires to form successive char- 
acter patterns is carried out electron- 
ically by an encoder which reads 
punched paper tape, magnetic tape, or 
punched cards, or can translate directly 
from an electronic computer. 

Power requirements for printing at 
the rate of 5,000 characters a second 
are only five watts, according to the 
company, exclusive of the power need- 
ed to keep the paper moving forward. 
The only moving parts are those nec- 
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essary to move the paper, and all com- 
ponents of the first model can be en- 
closed in a cabinet the size of a large 
suitcase. 

At present, the company has only 
built a laboratory model, which uses 
a single print head. The model is ca- 
pable of being expanded to include a 
number of print heads, each of which 
would increase output by an additional 
5,000 characters per second. 


Two railroads institute I.D.P. 


Railroads continue to be in the fore- 
front of companies automating office 
operations. Last month, two more rail 
lines, the Pennsylvania, and the Minne- 
apolis and St. Louis, announced rental 
of a giant computer, and installation 
of a new and ambitious integrated data 
processing system, respectively. 

The Pennsylvania, the world’s largest 
railroad, has placed a rental order for 
an IBM Type 705 computer, the larg- 
est data processing machine made by 
IBM, and is now revising procedures 
for computer installation. The line 
also plans to rent the smaller IBM 
Type 650 Magnetic Drum Data Proc- 
essing Machine for less complex opera- 
tions. 

The Minneapolis and St. Louis plans 
to reorganize completely its accounting 
and reporting system during 1955, ac- 
cording to integrated data processing 
principles, and spokesmen say that al- 
though some other railroads utilize 
similar systems, the Minneapolis and 
St. Louis will be the first line in the 
country with integrated car and reve- 
nue accounting, and completely inte- 
grated mechanization of clerical pro- 
cedures. 


April, 1955 


Under the new system, operating de- 
partments will be relieved of all ac- 
counting functions; operating reports 
will pinpoint responsibility for costs 
and expenses; and duplication of effort 
will be eliminated, according to com- 
pany officers, 

The program entails complete re- 
vision of almost all accounting prac- 
tices and will expand mechanization 
in the following fields: 

1. Freight revenue and _ interline 
settlements. 

2. Payroll distribution and bank 
statement reconciliation. 

3. Car accounting (including inter- 
line car hire and per diem settlements). 

4. Inventories. 

5. Cash disbursements and expense 
distribution. 

6, General and subsidiary ledgers. 

7. Property records. 

8. Certain billing operations (joint 
facility, car repair, leased properties, 
etc.). 

9. Accounts receivable (all freight, 
switching and demurrage revenue). 


Standard Register offers workshop 


The Standard Register Company re- 
cently opened an Integrated Data Proc- 
essing “Systems Workshop” at its home 
office in Dayton, Ohio, to serve as a 
designing and testing center for com- 
panies interested in converting clerical 
procedures to an integrated data proc- 
essing system, 

According to Standard Register, the 
establishment of the workshop makes 
it possible for a firm interested in the 
possibilities of I.D.P. to outline the 
areas to be covered, and the end results 


(To page 36) 
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WOODCLINCHED 


M © N SG =) L is “part of the product” in every Ameri- 


can industry ...the preferred pencil of America-on-the-job! Mongol 


checks the cargo on the outgoing ship. Mongol writes orders in an 


Arizona mine. Mongol records the meeting at a New England mill. 


Mongol was the first well-known brand of yellow pencil. It’s Amer- 
ica’s standard of quality—and today’s Mongol is the smoothest- 
writing, blackest-writing, longest-wearing pencil you can buy. It’s 
one of more than 3,000 products made by Eberhard Faber, the 
name people rely on for fine writing materials. Look for that name 
— Eberhard Faber—on EVERY pencil you buy! 


Trademarks Reg. U.S. Pat. Of. 


EBERWARD FABER 


puts its quality in writing 


NEW YORK + TORONTO 
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A pause that refreshed: comedian George Gobel explaining “electronic brains” 


AMA— 

(From page 21) 
the company’s request, furnished tech- 
nicians to assist in the survey, and two 
Lockheed systems planners were added 
to the group—one an expert on pay- 
rolls, the other on production schedul- 
ing, the speaker continued. 

Several weeks were spent in gather- 
ing basic facts, and preparing flow 
charts. Simultaneously, a planned in- 
doctrination of top management was 
made by providing it with articles and 
basic information on the whole subject 
of computer performance. Compari- 
son studies between human and ma- 
chine performance were made step-by- 
step for each job. 

At the end of the survey, which took 
three months, the committee, including 
the company methods specialists and 
the technicians from IBM and Reming- 
ton Rand, agreed that an electronic data 
processor would speed and tighten 
office operations in the two areas 
studied. Management was not prom- 
ised any substantial savings. 

The committee’s work achieved re- 
sults; management decided to order an 
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IBM 705 for clerical operations. Mr. 
Laubacher specified here that the 
choice of data processor was made be- 
cause of Lockheed’s particular circum- 
stances, and pointed out another com- 
pany might logically have ordered an 
entirely different computer. 

The company is now sending em- 
ployees from other departments to in- 
doctrination classes to orient them to 
the equipment, and to let them start 
thinking about how automation might 
be brought to their own fields. 


Cc. & O.’s “One-shot process” 


The entire morning session on Tues- 
day, March 1, was devoted to a sum- 
mary of the initial planning, the re 
search, and the methods developed by 
the Chesapeake and Ohio Railroad in 
preparation for its purchase of a large 
scale computer last fall. Four C. & O. 
executives handled different phases of 
the program, which was entitled, 
“Making a Feasibility Study.” 

The first speaker, John F. Feagler, 
Chief Methods Research Officer for the 
C. & O., described the initial planning 
development of his company’s “One 
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Shot Process’—a company-wide inte- 
grated information recording and proc- 
essing system, in which data and events 
are recorded manually only once in a 
language and form which both human 
beings and machines can understand, 
and which also lends itself to rapid 
electro-mechanical communication 
made necessary by the railroad’s wide 
geographical spread. 

Background for his company’s de- 
velopment program, Mr, Feagler said, 
was a recommendation by the com- 
pany’s Methods Research staff in 1952 
that the C. & O. should investigate 
the possibility of using a computer to 
handle the railroad’s paperwork load. 
Various manufacturers were visited so 
that the C. & O. people could familiar- 
ize themselves with as many different 
computers as possible, and the capabili- 
ties of each. At the same time, each 
computer was rated in relation to exist- 
ing C. & O. procedures, 

The railroad uses names and alpha- 
betic data very extensively in its punch 
card applications. Would a given com- 
puter accept alphabetic data as input, 
process it, and produce it in the same 
form as output? Since both the 
C. & O., and most other railroads with 
which it deals use punch cards for in- 
ternal and_ reciprocal information, 
would the computer accept punch card 
input directly, or would conversion to 
magnetic tape be necessary? 


By-product: overall view 


One of the valuable by-products of 
this early investigation of computer po- 
tentialities was a better focus by the 
C. & O. staff members on their own 
company’s recording and _precessing 
problems, Mr. Feagler said, and at- 
tempts were made to fit all data prob- 
lems into an overall company _per- 
spective. 

“Our interest increased in the freight 
car movement area when we recog- 
nized that different groups of people, 
in several different departments and at 
separate geographic locations, were 
processing almost identical data to ob- 
tain different products,” he went on. 

Analysis clearly indicated that there 
were a variety of bottlenecks in cur- 
rent methods of C, & O. data process- 
ing, Mr. Feagler said. Emphasis had 
been placed on obtaining separate 
pieces of the product, instead of the 
main product and allied by-products. 
Individual departments had  stream- 
lined some procedures, but interdepart- 
mental integration had not progressed 
to any extent. (To page 65) 
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SECURE YOUR SUPPLY 
FROM YOUR STATIONER 


"ALLIANCE RUBBER COMPANY 


OHIO 


ALLIANCE, 


IF YOUR 
DEALER IS 


PLEASE 
MAIL THIS 
COUPON 


OFFICE MANAGEMENT 


VA ALLIANCE RUBBER CO. 


; HOT SPRINGS, ARK. 


Please send FREE Sample of ARCO OPEN RING 
| STATIONERY BANDS. 


| 
UNABLE TO 


SUPPLY YOU 


arenes: Bands 


7 > Vou pa handle the modern 


QD poe Bes 


@ fast and efficiently! 


HOT SPRINGS, 


ARK. 


| FIRM ATIN. 

| ADDRESS CITY STATE 
| MY STATIONERY DEALER IS 

| ADDRESS CITY STATE 
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_ XEROGRAPHY 
| AT WORK... 


Send for this 


re 20 page booklet... 
i ‘ 

7 A et os shows how xerography 
\ A non cuts duplicating costs! 


~ 


Xerography SPEEDS 
paperwork for companies 
of all kinds... 


ae Ne mae ay So ok Se 


The fastest, cheopest: mow! versatile way te make masters for duplicating 


XE ROGRAPHY copies anything written, 


typed, printed or drawn—onto paper masters 
for duplicating—in 3 MINUTES! 


When the market closes for the day, it’s just the 
beginning of other activities for brokers and finan- 


cial houses in preparing up-to-the minute reports 


to rush to branch offices, correspondents and cus- 


tomers the same day. What formerly required hours 


. and at 
substantial savings over other methods. Xerography, 


is now done in minutes by xerography . . 


the most versatile copying process, can be used by 


any type business, large or small, to speed the flow 


Original is copied onto 
paper master by xerog- 
raphy in less than 3 
minutes. 


of paperwork and cut duplicating costs. 


Anything written, typed, drawn or printed can be 
reproduced with photographic accuracy in about 
three minutes by xerography onto an offset paper 
master for runoff of multiple copies on an offset du- 
plicator. Original copy may be enlarged, reduced or 
reproduced same size by xerography in XeroX® copy- 
ing equipment. Copies can be made from one or both 
sides of original material by xerography. 

For use in diazo type machines, translucent inter- 
mediates can be made from any original subject in 
the same speedy way. 

There is no limit to the versatility of the dry, elec- 
trostatic xerography process in paperwork duplicating 
applications. It is now possible, with xerography, to 
produce up to eight copies including an offset paper 
master or translucent master from one xerographic 
image. 


Paper master is placed 
on offset duplicator to 
produce multiple copies. 


THE HALOID COMPANY 
55-40X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


_XEROGRAPHY 


(ZE-ROG-RA-FEE) 
The fastest, cheapest, most versatile way to make masters for duplicating 
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Automation— 
(From page 32) 


desired, and then, in cooperation with 
Standard Register analysts and systems 
specialists, to work out details of the 
system in the workshop, which is fully 
equipped with machines able to trans- 
mit information to each other. Stand- 
ard Register forms designers work with 
company representatives in creating ap- 
propriate forms for the particular in- 
stallation planned, and when a com- 
plete system has been outlined, it can 
then be tested in actual operation on 
the workshop’s machines. 

The workshop’s machine section in- 
cludes Flexowriters, teletypewriters, 
teleprinters, tape-to-card machines, and 
other tape producing devices which are 
used in I.D.P. systems. 

After the system has been fully de- 
signed and tested in the workshop, 
and individual snags have been elimi- 
nated, the company representative ap- 
pointed to work with the Standard 
Register people can return to his con- 
cern with a completely pre-tested inte- 
grated data processing system, designed 
to meet the particular needs of his own 


company. 


April, 1955 


The facilities of the workshop are 
available without charge to interested 
companies. Reservations may be made 
by writing the Market Development 
Department, Standard Register Co., 
Dayton 1, Ohio. 


Chicago— 
(From page 23) 


edge and understanding of all the view- 
points related to his firm and to his 
business.” 

The Tuesday program opened with 
a talk by Sydney Lyons, a manager of 
Arthur Andersen and Co., on the auto- 
matic office, Concentrating on the gen- 
eral purpose computer, he explained 
what a computer is, how it operates, 
how savings in clerical labor can be 
achieved through its use, and discussed 
ways in which dependence on com- 
puters may affect the future of busi- 
ness. 

The afternoon session on Tuesday 
was devoted to talks by Ben S¢ Graham, 
director of methods research for the 
Standard Register Co., Dayton, O., on 
paperwork simplification, and Thomas 
H. Healey, consultant, Management 
Controls Department, Peat, Marwick, 
Mitchell and Co., on determining what 
problems need attention in the office, 
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‘SOLUTION! 


_ When Your Budget Deitenals LOW COST 
Yet Your Office Requires QUALITY! 


HARTER 26 


POSTURE CHAIR 


Only 


Dh 


Slightly higher in 
South and West 


Along with low price, the Harter 26 gives you a wealth of 
style, comfort and dependability. There is no more serviceable 
stenographie posture chair at any price. Base is formed and 
welded into one sturdy piece. Easy, accurate chair adjust- 
ments are made by three handwheels. No flimsy adjustments 
here! Seat has the comfort of foam rubber. Upholsteries and 
finishes are the finest. At $26.90, the Harter 26 is your 
solution to today’s need for both low price and high quality. 


4 HARTER 


POSTURE CHAIRS 


4 
se 


HARTER CORPORATION, 432 Prairie Street, Sturgis, Michigan 


Send me literature on the 26 Chair and include name of nearest Harter 
dealer. Also include literature on Executive chairs 0, Reception Room and 
Conference Room chairs 0). 


4G j Wg es pe eee ae 


Name____ 
Address 


City State 


38 


April, 1955 


and how to meet those problems as 
they arise. Waste in paperwork was. 
defined as the major problem facing 
offices today, awd paperwork was de- 
fined as “the recording, storing, an- 
alysis, and reporting or transmitting of 
information or facts for two major pur- 
poses—government requirements, and 
work improvement.” 

Four main suggestions were ad- 
vanced by Graham on paperwork: 


1. Examine why it is done, 

2. Analyze the details involved to 
make them as effective as possible. 

3. Provide adequate information 
promptly in usable form. 

4. Develop a desire on the part of 
people doing the paperwork to want to 
produce more and better results. 


Employee development discussed 


The final day of the seminar, Wed- 
nesday, March 2, opened with a panel 
of two speakers who discussed em- 
ployee development programs from the 
viewpoint of the large and the small 
organization, William E. Bright, Jr., 
chairman of the Committee for Em- 
ployee Development, Pure Oil Co., Chi- 
cago, discussed the subject from the 
standpoint of the large organization, 
while Philip L. Cochran, assistant to 
the president of W. A. Alexander and 
Co., Chicago, handled the topic for the 
small company. 

Too often, “manpower appraisal and 
development programs” are started cas- 
ually at the whim of some top official, 
the speakers warned, in emphasizing 
that careful study must precede the 
launching of any effective program. 
They also warned against copying an- 
other company’s program, since each 
company faces particular and distinc- 
tive problems of its own, 


Programs for the management 
group, the supervisory force, and for 
line employees should be distinct from 
each other, it was maintained. The 
speakers stressed the importance of 
avoiding “package” programs, and said 
that the only effective development pro- 
grams were those flexible enough to 
meet individual needs, and to give all 
employees a sense of participation. 

At the opening of the final after- 
noon session on Wednesday, Wilson 
M. Ranck, of the American Seating 
Co., Grand Rapids, Mich., outlined 
requisites for a good communications 
program, with particular emphasis on 
how his company program has been 
organized. (To page 40) 
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‘Series of ADDING MACHINES! és 
——< Geo Teeer - 


Live’ Keyboard with keytouch adjustable to each operator ! 


Saves up to 50% hand motion 
—and effort! 


Never before have so many time-and- 
effort saving features been placed on an 
adding machine. 


Every key operates the motor — so you 
can now forget the motor bar. No more 
back-and-forth hand motion from keys 
to motor bar. 


And keys are instantly adjustable to 
each operator’s touch! No wonder oper- 
ators are so enthusiastic about it. They 


do their work faster — and with up to 
50% less effort. New operating advan- 
tages! New quietness! New beauty! 


“Live” Keyboard with Adjustable Key- 
touch plus 8 other time-saving features 
combined only on the National Adding 
Machine: Automatic Clear Signal . . . 
Subtractions in red . . . Automatic Credit 
Balance, in red . . . Automatic space-up 
of tape when total prints . . . Large An- 
swer Dials... Easy-touch Key Action... 
Full-Visible Keyboard with Automatic 
Ciphers . . . Rugged-Duty Construction. 


A National “De Luxe” Adding Machine 
is an investment that quickly pays 
for itself with the time-and-effort it 
saves, and then continues savings 
as added yearly profit. 

One hour a day saved with this 
remarkable new National will, in 
the average office, repay 100% a 
year on the investment. See a dem- 
onstration, today, on your own work. 
Call the nearest National branch 
office or National dealer. 


ADDING MACHINES « CASH REGISTERS 
ACCOUNTING MACHINES 


THE NATIONAL CASH REGISTER COMPANY, pvarron 9, on10 
949 OFFICES IN 94 COUNTRIES 
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“Management contacts are with peo- 4. Each letter is signed by the ex- 
ple,” he said, and the sole instrument ecutive responsible for the message. 
of these contacts is some form of com- Letters are of three types:. company 
munication. Thus, the success of en- informational letters, community rela- 
terprise is built around communica- tions, and labor relations. 

tions, for this is the central nervous 
system of society.” 

Within his company, a system of The second speaker in the Wednes- 
written communications is heavily re- day afternoon program, Dr. Robert N. 
lied on, he said, and certain specific © McMurry, Senior Partner, McMurry, 
lines are followed: Hamstra & Co., Chicago, discussing 
1. All letters are mailed to employees’ salary administration programs, said 


Salary program outlined 


homes. that many such programs fail because 
2. Letters are sent in a regular, steady — the bases of compensation are not equi- 

flow. table, and, if jobs have not been evalu- 
3. Letter content is factual and spe- ated, bias and favoritism develop. 


cific. “The end objective of every salary 


...and with FEBRUARY 1955 issue 


it’s 18,600° NET PAID! 


Up, Up, Up, Goes 
OFFICE MANAGEMENT 


Dynamic Growth 
That Parallels 


* 
Dynamic ee 
Acceptance by a 
America’s | beeper | 
Top oc., 1954 : 
Executives Over 16,000 BIDEN 
* 
Aug., 1954 


Over 15,000 


who specify, who buy 
_ the equipment used by 
Bs top firms employee 


ie NEW YORK 10, N. Y. 


* Subject to verification by A.B.C. audit. 
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administration program is to promote 
good feeling and general morale among 
the employees and to make them feel 
that they are compensated adequately 
for their efforts,” he said. 

Therefore, to avoid the failure of the 
program, it is necessary to precede it 
with a sound job evaluation schedule, 
which takes into account not only the 
technical phases of each position but al- 
so the intangible factors such as status 
level of the job, and traditional differ- 
ential in rate, he declared. 

Also necessary in a healthy program 
is a maximum degree of participation 
by all employees so that they can under- 
stand how the rates are established, and 
can agree to their fairness. 

He also advised that “in the day-to- 
day administration of the wage and 
salary plan, it is necessary that a con- 
trol be placed on the authority of the 
department head in making these eval- 
uations.” 

Miss Helen M. McGrath, office man- 
ager and assistant controller, Sears, 
Roebuck and Co., Chicago, next speak- 
er on the afternoon panel, covered 
“Habits and Conduct in Today’s Of- 
fice.” Speaking on the basis of a sur- 
vey she had conducted among one hun- 
dred executives, she said that managers 
generally reacted to employees on the 
basis of personality, skill, habits, in- 
telligence, and appearance. 

The last two speakers of the pro- 
gram were Wendell F. Wood, General 
Supervisor, Personnel Research and 
Testing, International Harvester Co., 
Chicago, and Robert K. Burns, Profes- 
sor of Business and Social Science, Uni- 
versity of Chicago, who talked respec- 
tively on “Factors Influencing Em- 
ployee Attitudes” and “Preparing Em- 
ployees for Retirement.” 

Closing ceremony of the three-day 
conference was the Seminar Banquet 
on Wednesday evening. Dr. W. H. 
Alexander, of the First Christian 
Church, of Oklahoma City, was the 
banquet speaker. 

The business show sponsored by the 
Office Management Association of Chi- 
cago, which was held concurrently with 
the seminar, and remained open for 
one day following the close of the semi- 
nar, this year had more exhibitors than 
in any previous year, More than 120 
manufacturers and service organiza- 
tions took exhibit space at this year’s 
show, and attendance exceeded 40,000. 

Both the conference sessions and the 
business show were held in Chicago’s 
Conrad Hilton Hotel. 
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A New sofa design 

Knoll Associates, Inc., 575 Madison 
Ave., New York, offers several new 
pieces, including this wood sofa, de- 
signed by Lewis Butler. It has foam 
cushions, webbed back. $276 in mus- 
lin. : 


V Ten-key calculator 

The Comptograph “202”, made by 
Felt & Tarrant Mfg. Co., 1735 N. Pau- 
lina, Chicago, has Visi-Balance window 
to show debit and credit balances. 
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Luminous ceiling 
The new-type Luma Ceiling, produced 
by Pittsburgh Reflector Co., 410 Oliver 
Bldg., Pittsburgh, is said to be less ex- 
pensive to install and maintain than 
conventional illuminated ceilings. The 
translucent vinyl is inserted at bottom 
rather than top. Shown is portion of 
Paramount Garment Shop, Philadel- 


phia. 


> Rotary card file 

Remington Rand Inc., 315 Fourth Ave., 
New York, offers the new Kard-Veyer, 
which brings card trays automatically 
to either desk height or high center 
position for seated or standing worker. 
Trays ride on shelves, Power is elec- 
tric. Foot switch control is optional. 


New 
for the office 


¥ For hot and cold water 

The new Oasis Hot "N Cold Water 
Cooler dispenses both cold drinking 
water and hot water for instant coffee, 
tea, soup, or hot chocolate. It has a ca- 
pacity of five quarts of hot water. The 
manufacturer is The Ebco Mfg. Co., 
265 N. Hamilton Rd., Columbus, Ohio. 


q Folding arm chair 

The Institutional Furniture Div., Nor- 
quist Products, Inc., Jamestown, N. Y., 
offers a line of folding arm chairs. 
Shown is the No. 419A. Seat is padded 
and covered with heavy-duty Boltaflex. 
Models are available without arms or 
with tablet arms. 
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A Brass name medallions 
Various styles of engraved name me- 
dallions for use on doors, walls, desks, 
etc. are offered by the Spear Engineer- 
ing Co., Colorado Springs, Col. Me- 
dallion had anti-tarnish satin finish. 
Model shown, $3.95. 


q Collator 

Reproduction Products Co. 12790 
Westwood Ave., Detroit, offers this 
Accra-Feed collator, which can com- 
pile 50 sets of printed matter, each 
having 125 different pages. A photo- 
electric scanning device eliminates un- 
printed pages. Speed, 6,000 sheets an 
hour. 


> Photocopying help 

A new processing solution for use in 
photocopying equipment has been in- 
troduced by Peerless Photo Products, 
Inc., Shoreham, L. I. The solution has 
a greater effective life in the tray than 
previous solutions, and it uses a bleach- 
ing agent to make white areas clearer. 


Vv Copy holder 

The Speed-Spacer is designed to hold 
letters, notebooks, and other material 
at an angle for easy copying. The line 
spacer drops a line at a time at the 
touch of a lever; it may be set for 
various degrees of spacing. The manu- 
facturer is Speed-Spacer Co., 321 
Greenwich St., New York. 


4 Price marker 
A feature of the E-Z marker, made by 
R. A. Stewart & Co., 80 Duane St., 


New York, is the use of a 4-in. circle 


around the cent bands. This is a self- 
inking model with four or five bands. 
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A Adding calculator 

The Jolson-Everest 10-key electric add- 
ing-calculator prints decimal points au- 
tomatically in pre-selected positions. It 
has direct subtraction and credit bal- 
ance, positive and negative multiplica- 
tion with automatic column shifting. 
It is offered by Alma Office Machine 
Corp., 164 W. 25 St., New York. 


V Ink-writing pencil 

The Quillette ball pencil, made by the 
Reliance Pencil Corp., 22-24 S. Sixth 
Ave., Mt. Vernon, N. Y., features a 
full-length ink cartridge inside a wood 
stem. Ink colors: blue, red, or green. 
Pencil costs 19 cents and is not refill- 
able. ‘ 
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V Aluminum coat rack 

This floor-type hat and coat rack is 
made of aluminum, with bolted con- 
struction throughout. It is available 
in widths of 3, 4, and 5 feet. The 
manufacturer is Safway Metal Products 
Co., 111 Webb Ave., Detroit. 


Vv Time computer 
Considered of particular value in com- 


puting time worked in companies 
where hours are irregular, this Hour- 
master sliding scale computer shows 
total time in hours and decimal parts 
of hours. It is of plastic and is offered 
by Office Specialty Distributors, 60 E. 
42 St., New York. Price, $7.50. 


= 
o 


HOURMASTER 
‘TIME COMPUTER 
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For retail calculations 
The Retail Special is a new all-electric 
automatic calculator developed by Mar- 
chant Calculators, Inc., 1475 Powell St., 
Oakland, Calif., for figuring and ac- 
counting work in the retail field. For 
example, items, unit prices, and exten- 
sions show in three sets of dials, and 
when last quantity and price are en- 
tered, department total appears in 


middle dials. 


A Numbering machine 

The Model 41C Carbon Copy ma- 
chine, made by the American Number- 
ing Machine Co., Atlantic & Shepherd 
Aves., Brooklyn, N. Y., is designed to 
print legible numbers on from 12 to 15 
carbon copies at a time, With a selec- 
tion lever, the user can choose consecu- 
tive, duplicate, and repeat numbering. 
The number to be printed can be seen 
before the impression is made. 


Posture chair 

The Sturgis Posture Chair Co., 154 E. 
Erie St., Chicago, has introduced two 
new chairs for large men, in the belief 
that executives are growing in stature. 
Shown is the No. 2200-G swivel chair, 
which has foam rubber and spring seat, 
padded backrest, and fiber glass base. 


q New photocopier 

The Luxacopy Petita 44 is a new ma- 
chine imported from Western Ger- 
many by the Addo Machine Co., 145 
W. 57 St., New York. Timing is con- 
trolled by push buttons, and the unit 
has a reverse movement key for feed 


correction. 
V Desk file 
The Art Metal Construction Co., 


Jamestown, N. Y., has introduced a 
line of desk files which can be used 
as file desks or executive office files. 
Knee space drawers, backs, end panels, 
and tops can be combined, as shown, 
to make single or double-pedestal desks. 
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q Students visit OMAC show 
Four secretarial students from Leyden 
Community High School, Franklin 
Park, Ill., visit the exhibit of the Gen- 
eral Binding Corp. at the recent busi- 
ness show held at the Conrad Hilton 
Hotel by the Office Management Asso- 
ciation of Chicago. The four girls are 
Darleen McDowell, Kay Alexandria, *' ’ 
Lu Anne Fortino, and Lois Zawislek. 


ae a 


A TSA keeps busy 


The Transcription Supervisors Associ- 
ation of New York is an active and en- 
thusiastic group. Above, members and 
guests visit the TSA’s Seventh Annual 
Little Business Show. At right, above, 
¥ editor Dorothy Quinn of the TSA Echo 
shows co-editor Helen Symanski mate- 
rial for a new issue. Typists Elsie 
Robertson and Sue Faiello look on. 


ah 


p> Records experts meet 

"hay Shown at the recent regional confer- 
ence held at Pace College by the Co- 
ordinating Committee for the Records 
Management Program for New York 
City are Mrs. Charlotte M. Meyer, 
James Katsaros, Dr. Herman Limberg 
(chairman), Vernon B. Santen, and 
: Howard W. Crocker, 
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“Package” air conditioners, like this 
York model, are used to air condition 
large areas. A number of them may 
serve an entire building. 


HAD IT NOT BEEN for a caprice of 
nature by which the country enjoyed 
an unexpectedly comfortable summer 
last year, it is quite possible that the 
most talked-of subject around the office 
this spring would be air conditioning. 
If it is not so hot a subject this year 
as last, the blame can be placed largely 
on last year’s weather. 

Actually, the trend toward increased 
office air conditioning has plenty of vi- 
tality. The fact that a number of air 
conditioners have been offered at re- 
duced prices is a reflection neither on 
the value of air conditioning nor on 
the equipment itself. The country’s 
enthusiasm for comfortable working 
conditions led the industry as a whole 
to produce more units last year than 
could have been disposed of even in a 
normal summer, The cool weather 
which actually developed therefore 
proved especially embarrassing, and the 
spokesmen for the industry have not 
been showing their old exuberance. 

But there is no point in pretending 
that the conditioning of office air rep- 
resented just a passing whim on the 
part of the public. Air conditioning 
has definitely proved its value in count- 
less installations. This is not merely a 
matter of individual comfort, or even 
of health. It is an economic matter as 
well. 

On hot days, the public has shown a 
clear dislike of doing business in un- 
comfortable offices and stores. It tends 
to seek out those places of business that 
are cool, or if need be, simply to stay 
away altogether. 
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A Monthly Feature 


Tools of the Office 


Air Conditioning Equipment 
Fans and Air Circulators 


by Robert Beeman 


Thus, those organizations that de- 
pend on personal contact with their cus- 
tomers have been the first to recognize 
the value of maintaining pleasant office _—+-— 
conditions. More recently, however, IK 
management in general has come to err ae 
realize that its own internal operations ae 
could be seriously affected by the com- 
fort—or lack of it—in its offices. 

There is no question that individual 
efficiency, and therefore individual 
work output, is reduced when either 
temperature or humidity exceeds cer- 
tain limits. And not merely is efficiency 
reduced under conditions of discom- 
fort, but the will to be efficient is like- 
wise impaired as morale declines in the 
growing heat. 

Office Management, in a_ recent 
sampling of reader opinion on this sub- 
ject, noted overwhelming enthusiasm 
for air conditioning on the part of those 
companies that had it. Almost without 
exception these organizations testified 
that both efficiency and morale im- 
proved as a result of using this type of 
equipment. In addition, many of them 
noted that absences were reduced after 
the installation of air conditioning, and 
that employees took out less time for 
coffee breaks and other nonproductive 
activities. 

Interesting as readers’ comments may 
be, however, they do little more than 
confirm evidence cited by medical au- 
thorities for many years. What is more 
significant to the office executive as a 


share 


Increased adaptability of room units 
is indicated by these three installations, 
one flush-mounted, another in a case- 
ment window, and a third in a book- 
case. Models, from top to bottom, are 
by Mitchell, Sutton, and Carrier. 


x" , e al . : ‘ - ¥ _ i A a yf A 
ee 
| i i” 
‘ e # 
4 
—Oe e 
a eq 
ee: —~ = . ye 
i . 6 i 
' : ge fr sisiSY a, 
of aS rh. 
2 _ <3 4 
Te FO 
= ~. asta ) ( i = ae F 
= | la 
Benim || Me Pr 
35 
* 

a 
ae 
— ; i 
—j———_5 ; 4 ait 4 he, . 
——i} > 4 
. e ei | : “i 
ey ‘tte 
— §6«&F Be a ie ae ' G por 
=E0 9 A Lad , “i yea =) 
vs 
. | " : hii m } 
“nate 

ie ’ i i : - 
a ee , J & i 1 

; T ; “ oe Be ok ‘= rey 

: efit B : i ‘ i Mi 
ee , ‘ ; i. 


business factor in 1955 is that air con- 
ditioning is coming to be recognized 
as a matter of economic importance to 
management. Not merely does it affect 
the quality and quantity of work the 
employees can turn out, but it is show- 
ing increasing importance as a device— 
like employee benefit plans and other 
“fringe benefits’—for attracting to the 
company those individuals it would 
like to have in its employ. A company 
which does not offer comfortable work- 
ing conditions may find it will have 
less and less success in competing for 
valuable personnel. 

Quite apart from employee reactions, 
air conditioning is a factor in the efh- 
ciency of other operations. Omitting 
entirely those technical or industrial 
functions that require specific tempera- 
ture and humidity controls, it is worth 
noting that a number of companies 
that answered this magazine’s inquiries 
volunteered the information that they 
found air conditioning invaluable in 
the smooth operation of tabulating card 
and other equipment. 


Factors in air conditioning 


The benefits of air conditioning are 
not limited to temperature reduction. 
Standard equipment not only cools the 
air, but also dehumidifies it, filters it, 
and provides for ventilation and air 
movement. By filtering the air it tends 
to keep offices free of outside dirt. Air 
conditioned offices, therefore, are gen- 
erally less difficult and less expensive to 
keep clean. 

Comfort, of course, does not depend 
solely on temperature. For any given 
temperature, there are maximum—and 
minimum—limits of humidity which 
should not be exceeded. Fortunately, 
most modern air conditioning equip- 
ment is designed to provide proper de- 
humidification for any temperature at 
which it may be set to operate. But the 
importance of controlling humidity as 
a factor in itself explains why it is pos- 
sible to improve the comfort of a room 
without changing its temperature, 
merely by the use of dehumidification 
equipment, or, in some cases, humidifi- 
cation equipment. 

In addition, it should be noted that 
even when temperature and humidity 
limits have been exceeded, comfort can 
be restored at least partially by keeping 
the air in motion. Fans and air cir- 
culators, of course, have been long used 
for this purpose, but it is important to 
realize that a change of air is also neces- 
sary to maintain proper conditions. 


Tools of the Office 


One ventilating engineer has observed 
that when fans are run in a closed space 
the fan “merely takes the sweat off 
you and gives it to someone else.” 

Fans, in other words, should be lo- 
cated with respect to windows, air 
ducts, or the like, so as to accomplish, 
as far as possible, an exchange of stale 
inside air with fresh outside air, Air 
conditioning equipment has its own fan 
arrangements which are used for this 
purpose. 

It is also to be noted that a combina- 
tion of temperature, humidity, and air 
movement which may be entirely satis- 
factory for sedentary personnel may not 
be comfortable for persons engaged in 
active physical work. 

Comfort, therefore, depends on at 
least four factors: (1) temperature, (2) 
humidity, (3) air movement, and (4) 
degree of physical activity on the part 
of the individual. Equipment for a 
given space must be chosen for its 
ability to provide the first three factors 
with respect to the fourth. 


The selection of proper equipment is 
not quite as simple a matter as it may 
appear. There are many factors that 
determine the size of equipment which 
is needed to air condition a given space. 
The climate is one of these. The type 
of construction used in the building is 
another, since some materials admit the 
sun’s heat more readily than others. A 
third factor is the exposure—the num- 
ber of outside walls facing south or 
west and the percentage of wall area 
given to windows. Still another is the 
proximity of air conditioned or non- 
air conditioned spaces adjacent to the 
space concerned, including those above 
and below it. 


The number of people using a room 
is also a factor, and so is the presence 
of heat-generating machines in the of- 
fice. It cannot be said, for exampie, 
that because a unit of one size will 
keep a given office comfortable, one 
twice as large will necessarily be ade- 
quate for a room two times as big. 
This may be true, but it often happens 
that a larger space will have more 
people in it in proportion to its size. 
If so, the cooling capacity must be cor- 
respondingly greater. 

It is quite important that the equip- 
ment be of the proper size. If it is too 
small, it will not provide complete cool- 
ing, with the areas close to the unit 
cooler than those farther away. This 
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is referred to as “spot cooling” and it 
has obvious disadvantages. Moreover, 
the equipment will have to run more 
or less continuously, 

If the equipment, on the other hand, 
is too large, the original installation will 
be unnecessarily expensive. Nor is this 
the only disadvantage, The balance be- 
tween cooling and dehumidification 
may be disturbed by the use of too large 
a unit, so that the air conditioning job 
is not properly performed. 

It is clear, then, that experienced help 
should be obtained before selecting 
equipment. The need for such assis- 
tance is perfectly obvious where a large 
centralized installation is to be made. 
But it is equally important, if satisfac- 
tory results are to be obtained, when in- 
stalling a small room air conditioner. 

Since this survey is limited to the 
smaller types of equipment, no attempt 
will be made to deal with the entire 
problem of air conditioning, which, in 
large installations, can become highly 
technical. For the office manager who 
may be considering the purchase of a 
small unit, however, certain points are 
worth bringing up. 


Selecting the equipment 


First, the purchaser is not faced with 
a serious problem in trying to select a 
manufacturer. Unlike television and 
some of the newer developments, air 
conditioning equipment makes use of 
an old and familiar principle. While 
thought is being given in private cir- 
cles to turning electronic principles to 
use in air conditioners, it seems most 
unlikely that any really new develop- 
ment will supersede the standard com- 
pressor-type refrigeration unit in the 
near future. 

The industry thus has had many 
years of experience with the major en- 
gineering problems concerned, for, after 
all, the modern office air conditioner is 
really nothing but an adaptation of the 
electric refrigerator. It can be said, 
therefore, that any well established 
manufacturer can be counted on to turn 
out an efficient and satisfactory prod- 
uct, which is not necessarily the case 
with certain other products which de- 
pend on engineering developments that 
are not so thoroughly tested. 


Next Month: 


Movable Partitions 
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Dehumidification equipment can make 
hot, moist climates more tolerable. 


This is an Ebco model. 


Moreover, in spite of the many brand 
names which are being advertised, the 
fact is that there are relatively few 
companies that actually manufacture 
air conditioning equipment. Many of 
the products offered under different 
names are at heart the work of the same 
manufacturers, differing only in the 
most superficial aspects, such as appear- 
ance. In addition, many of the basic 
components used in a wide number of 
brands come from the same few 
sources. 


It would seem, therefore, that it is 
more important to the purchaser that 
he select a dealer rather than a manu- 
facturer, since it is from the dealer, 
in most cases, that he will obtain advice 
as to the size and type of installation 
required, in addition to such servicing 
and guarantees as may be appropriate. 
In general, the equipment itself is re- 
liable, but dealers vary. 

Secondly, the would-be purchaser 
should thave at least some familiarity 
with the terminology used to describe 
the capacity of equipment. In this 
country the commonest terms so used 
are “ton” and “horsepower.” What do 
these mean? 


The word “ton” refers to a cooling 
effect equivalent to that caused by the 
melting of a ton of ice over a 24-hour 
period. Thus a two-ton air conditioner 
would cool a space to the same extent 
as the melting of two tons of ice during 
one day. 


The term “horsepower” refers to the 
horsepower of the compressor motor— 
not the fan motor, which is normally 
much less. By a fortunate coincidence, 
a one horsepower unit will produce a 
cooling effect approximately equivalent 
to that of melting a ton of ice each 24 
hours, Thus, the terms “ton” and 
“horsepower” are interchangeable in 
non-technical usage. 
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Actually, this coincidence does not 
hold in all cases, but it is approximately 
correct for standard testing conditions. 
The terms, in any case, are satisfactory 
for describing approximate capacities. 

A truer measure of cooling capacity 
is the British thermal unit, or B.t.u. 
It is considered that a one ton (or a 
one horsepower) unit will dispel ap- 
proximately 12,000 B.t.u. each hour. 
Reference to the rated capacities of vari- 
ous units will show that this figure 
holds only approximately, and that it 
will vary somewhat with temperature 
and humidity. It will also vary with 
the particular model. 

It has been pointed out that many 
factors must be measured to determine 
the cooling capacity required to condi- 
tion a given space. It is possible to 
give rules of thumb for selecting the 
proper size unit for an office, and the 
purchaser will no doubt encounter 
those who would like him to make a 
selection on such a basis. He should 
be warned, however, that such a pro- 
cedure may end up by providing him 
with equipment that will not do the 
job he wants done. The problem is 
not that simple, and the would-be pur- 
chaser should be sure that his particular 
situation is carefully examined by an 
experienced man before the equipment 
is chosen. 


One minor point is worth noting. 
If the equipment is to be left off during 
the night, it may take some time to 
cool off aspace when it is started in 
the morning, even though it is of the 
correct size for the particular space. 
Owing to the natural impatience of hu- 
man beings, equipment that is other- 
wise satisfactory may seem inadequate. 
There would appear to be three choices 
then: (1) select equipment of greater 
capacity than is really necessary, in or- 
der to obtain rapid cooling, (2) leave 
the equipment on during the night, or 
(3) have it turned on at a suitable in- 
terval prior to working hours. The 
ideal arrangement is probably to buy a 
thermostatically controlled unit and to 
connect it with a timer that will turn 
it on half an hour or so before the 
beginning of the working day. 

Third, there are several types of air 
conditioners, measured by size. The 
smallest of these is the so-called room 
air conditioner, which may be of the 
window type or may be a small con- 
sole model. Window types are air- 
cooled and require no water connec- 
tions. Some console types are also air- 
cooled and are connected to the win- 


Some package models are designed to 
provide cooling in summer and heat- 
ing in winter. This unit is by Circle. 


dow or other air supply directly or by 
means of ducts. Other console types 
are water-cooled and require plumbing. 

Room models are designed for the 
purpose of conditioning single rooms. 
They are not intended primarily for 
cooling an entire building, but are 
more than satisfactory for cooling lim- 
ited areas. Room air conditioners are 
available in sizes up to two tons. It 
should be noted, however, that units 
larger than three-quarters of a ton in 
size generally require 230V or 208V 
power. This may lead to an extra in- 
stallation charge. 

Next in size are the so-called “pack- 
age” units. These are complete air con- 
ditioning systems, generally contained 
in a large floor unit. The complete in- 
stallation is sold as a “package” and 
is used to condition existing spaces in- 


dependently of the rest of the build- 


ing, although an entire building may’ 


be served by a number of separate 
“package” units. They are used in 
general office areas and other large 
spaces. 

Package units may be either air- or 
water-cooled, although air cooling is 
generally found only in the smaller 
types. However, because water restric- 
tions in many localities make it impos- 
sible to use water-cooled types, air cool- 
ing is being extended to larger units. 
In particular, a new line of completely 
air-cooled units, extending in size to 
7%-ton models, employs the principle 
of leading the air to an outside cooling 
unit. This takes the place of the ex- 
ternal water cooling tower which is 
used in certain installations where 
water supply is short. Water-cooled 
units may run to 30 tons or more. 

Large centralized units, of course, 
operate on the same principle as any 
other. They are generally water cooled 
and differ from other types chiefly in 
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Tools of the Office 


size. Because of their great size, they 
are likely to require extensive structural 
accommodation, including duct work 
for leading conditioned air to the vari- 
ous spaces throughout the building, and 
water piping, including that to the out- 
side cooling tower, where that is re- 
quired, Basically they are designed for 
serving an entire building and they are 
often coordinated with the main heat- 
ing system. Equipment of this type is 
likely to be custom-engineered for a 
particular structure. Such an installa- 
tion, of course, requires the services of 
architects and engineers, and is beyond 
the scope of this article. 


What about gadgets? 


Fourth, in addition to the basic air 
conditioning equipment itself, the pros- 
pective buyer should be aware of the 
possible uses of various gadgets and ac- 
cessories which may be obtained. 

One of the most important is thermo- 
stat control. This provides for turning 
the cooling equipment on or off auto- 
matically to keep the room at a pre- 
selected temperature. In addition to 
being a convenience to the user, it may 
very well save operating expense, since 
the equipment runs only when it is 
actually needed. 

Another accessory is the built-in heat- 
ing unit, which is offered on many 
small models. This may be either of 
the heating coil type or the “reverse 
cycle” type. The former uses heating 
coils, operating like those in an electric 
stove, blanket, heater, or similar device. 

Reverse cycle units work on a prin- 
ciple which is more easily understood 
when it is recalled that all cooling is 
nothing more than a process of moving 
heat from one place to another, Heat 
is not destroyed; it is merely removed. 
In the reverse cycle type, the system, 
instead of transferring heat from inside 
a room to the outside, merely collects 
heat from outside and brings it inside. 


Reprints of the February ‘Tools 
of the Office” article, Equipment 
for Integrated Data Processing, 
are available in limited quanti- 
ties from Office Management, 
212 Fifth Ave., New York. Single 
copy price, 25 cents. Prices for 
larger quantities on request. 


Even in what may seem to be a cold 
atmosphere there is generally enough 
heat for such a unit to do a quite satis- 
factory job of heating. Below 40 de- 
grees, however, this equipment is less 
efficient. 

Reverse cycle heating and coil heat- 
ing are probably most effective for tak- 
ing the chill out of unexpected cold 
snaps than they are for continuous 
heating. This is a matter of economics 
chiefly, since in most localities it is 
cheaper to heat with coal, gas, or oil, 
than it is with electricity. The equip- 
ment itself, however, is quite efficient. 

Another factor is the provision made 
for installing window units flush with 
inside or outside walls, which is not 
possible with all models. Some models, 
moreover, are designed for installation 
in casement windows. 

Present-day models offer a variety of 
conveniences in the form of controls— 
controls for providing ventilation and/ 
or exhaust without cooling, for setting 
various comfort conditions by pushbut- 
ton, and so on. These features vary, 
naturally, with the particular make and 
model, 

Other equipment which may be used 
to improve room comfort includes fans 
with water jackets and other devices, 
and, of course, standard fans and air 
circulators. The uses of this equipment 
are considered obvious enough not to 
be discussed in this article. Such equip- 
ment is obviously intended for use 
where full-scale air conditioning is not 
feasible. It has the great value of easing 
a great deal of discomfort at minimum 
expense. 


The Manufacturers 


Air Conditioners, Including 


Dehumidification and 
Special Equipment 


Abbeon Supply Co., 179-15 Jamaica 
Ave., Jamaica, N. Y. Line includes 
Bendix-Friez Automatic Humidistat 
Control, used to turn humidifiers and 
dehumidifiers on and off automatically 
to provide predetermined humidity. 
Price, $15, 

Admiral Corp., 3800 Cortland St., 
Chicago. Five window models, from 
¥Y, to 1 h.p., priced from $199.95 to 
$449.95, suggested list. De luxe 
models have thermostat. Models ex- 
tend 3 in. into room, Adjustable di- 
rectional air flow louvers. 
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Ajay Mfg. Co., 331 Southwest Blvd., 
Kansas City, Mo. Makes styron water 
container for mounting on fan, to pro- 
vide inexpensive cooling. 

Amana Refrigeration, Inc., Amana, 
lowa. Sixteen window models, from 
¥, to 1% hp., priced from $299.50 to 
$489.50. All have thermostat; some 
have heater. Adaptable for 23 different 
mounting positions, including mount- 
ing entirely within a room when used 
with casement windows. 

Bryant Heater Div., Affiliated Gas 
Equipment, Inc., 17825 St. Clair Ave., 
Cleveland. Line includes window 
models from 4 to 1 ton, Thermostat 
optional. Also several package type 
units, air-cooled, of 144 to 3-ton ca- 
pacities. 

Carrier Corp., 300 S. Geddes St., 
Syracuse, N. Y. Extensive line, inchud- 
ing six window models (4 to 1 hp.) 
with “Hideaway” installation, priced 
from $199 to $399; two small console 
models (1 and 1% h.p.), at $549 
and $699; and 10 larger package types 
(“Weathermakers”). Of the larger 
models, air-cooled units vary from 2 to 
7% h.p., water-cooled models from 2 
to 15 h.p. New 50N line uses air- 
cooled condenser which can be placed 
on roof or setback, as well as in storage 
or supply closet with ducts for outside 
air. 

Chrysler Corp., Airtemp Div., 1600 
Webster St., Dayton, Ohio, Extensive 
line, including window and _ water- 
cooled package models, ranging to 134- 
ton capacity. Package units priced 
from $805 (3 h.p. model) to $11,054 
(125 h.p.). Window line includes ver- 
tically assembled models for casement 
windows, as well as standard types in 
various sizes, 

Circle Air Industries, 244 Herkimer 
St., Brooklyn, N. Y. Line of year- 
round air conditioning systems (“Dual 
Conditioners”) for cooling and heat- 
ing. Designed for multiroom installa- 
tions, with thermostat control in each 
room. 

Cory Corp., 221 N. LaSalle St., Chi- 
cago. Line of “Fresh-nd-Aire” window 
models of various sizes, with thermo- 
stat, push-button controls, flexibility of 
mounting (flush inside to flush out- 
side), and other features. 

Crosley Div., Avco Mfg. Corp., 1329 
Arlington Ave., Cincinnati. 

Curtis Refrigerating Machine Div., 
Curtis Mfg. Co., 1905 Kienlen Ave., 
St. Louis. “All-Weather” line, Five 
window units, from % to 1% tons, 
with thermostat control. Flush mount- 
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ing. Seven water-cooled package sys- 
tems, from 244 to 15 tons. 

Daffin Mfg. Co., Lancaster, Pa. Line 
includes humidifying equipment like 
new Model 654, which filters air in 
addition to providing humidification. 

Dearborn Stove Co., 1700 W, Com- 
merce St., Dallas. 


The Deering Air Conditioning Co., 
Inc., 1069 Celestial St., Cincinnati. 

The Ebco Mfg. Co., 265 N. Hamil- 
ton Rd., Columbus, O. “Oasis” line in- 
cludes new No. J-20-B dehumidifier 
with water removal capacity of 3 gal- 
lons per day. . List price, $128.25. 

Electriglas Corp., Bergenfield, N. ]. 

Emerson Radio & Phonograph Corp., 
111 Eighth Ave., New York. 

Fedders-Ouigan Corp., 57 Tona- 
wanda St., Buffalo, N. Y. Extensive 
line of window models, from 4% to 144- 
ton capacity. Features, some of which 
are optional, include thermostat, 
“Weather Bureau” push-button control 
panel, heating unit, “Fleximount” 
mounting which permits installation 
flush with window or transom sill, or 
through the wall. Also small console 
models of 1 and 1'4-ton capacities. 

Fresh'’nd-Aire Co. (See Cory Corp.). 

Friedrich Refrigerators Inc., 1117 E. 
Commerce St., San Antonio, Tex. Line 
of “FloatingAir” window models of 
various sizes. 

Frigid, Inc., 128-168 32nd St., Brook- 
lyn, N. Y. Line of window models 
from Y, to 1 ton. Thermostat and heat- 
ing unit available on some models. 
Prices, $349.95 to $459.95. 

Frigidaire Div, (See General Motors 
Corp.). 

General Electric Co., Appliance Park, 
Louisville, Ky. Two lines of window 
models: “Custom” line of ¥% to 1 h.p. 
sizes, and “All-Weather” line of #4 and 
1 h.p. units with two-system heating 
(reverse cycle for temperatures down 
to 42°, electric heating unit for lower 
temperatures, with automatic switch 
from one to the other as required). 
Models can be mounted flush with in- 
side wall. 

General Motors Corp., Frigidaire 
Div., 300 Taylor St., Dayton, Ohio. 
“Frigidaire” line of four window 
models, from 3; to | h.p., with thermo- 
stat, ability to fit casement windows, 
and other features. Priced from $229.95 
to $389.95, approximately. A feature 
of the line is the use of twin units in 
the more powerful models, permitting 
use of just one in mild weather, both 
in more extreme temperatures. 

Gibson Refrigerator Co., Greenville, 
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Mich. Line of 11 window models and 
10 package systems. Window models 
range to 14 h.p, in size, feature flush 
mounting (and three other positions), 
thermostat (optional), heating unit 
(optional), ozone lamp, push-button 
controls, and electrostatic dust magnet 
filter. Prices from $289.95 to $479.95. 
Package systems from 2 to 5 h.p. 

Hotpoint Co., 5600 W. Taylor St., 
Chicago. Line of window models of 
various sizes. 

Hunter Fan & Ventilating Co., Inc., 
400 S. Front St., Memphis, Tenn. Line 
of window models, including units for 
casement windows. Sizes, % to 1 ton. 
Thermostat, “Roto-Disc Director” con- 
trol of air flow. 

International Harvester Co., 180 N. 
Michigan Ave., Chicago. Eight win- 
dow models, from % to 1 h.p., at 
prices from $229.95 to $449.95, Ther- 
mostat on all models. Three have re- 
verse cycle heating. Unusual feature 
is fact that front of unit can be cov- 
ered with fabric of user’s choice which 
can be changed easily to fit changes 
in decorative scheme. (Cooled air dis- 
tributed from top of unit). Also a de- 
humidifier of 24-pint daily capacity, 
priced at $133.75. 

Jordon Sales Co., 7900 Tabor Rd., 
Philadelphia. 

Kelvinator, Div. of American Motors 
Corp., 14250 Plymouth Rd., Detroit. 
Line of window models of various 
sizes. 

King Refrigeration Co., La Crescent, 
Minn. 

Mitchell Mfg. Co., 2525 Clybourn 
Ave., Chicago. Two lines of window 
models: the “Super High Capacity 
Chassis” series of %, 1, and 1% hp. 
models, featuring “Air Flow Modula- 
tion” to provide either a concentrated 
column of air or a gentle flow as de- 
sired, high speed cooling, two-speed 
motors, “Weath’r-Dial” control, ther- 
mostat, “Expando-mount” for easy 
mounting, and heating unit; and the 
“Bel-Aire” series, ranging from % to 
1 hp. and featuring “Expando- 
mount,” adjustable louvers, etc. Also 
a line of package units, from 2 to 7% 
h.p. 

Perfection Stove Co., 7609 Platt Ave., 
Cleveland. Line of window units de- 
signed to be installed completely with- 
in the window. Units from % to 14% 
h.p. Can be provided with utility cart 
for easy movement from one room to 
another; permanent weather cabinets 
can be installed throughout an office 
to permit movement of units as de- 


This Fedders model illustrates the 
small console type. Designed for 
single-room use, such units may be 


finished in enamel or in genuine 
woods. 


sired. Thermostat and heating unit 
provided, 

Philco Corp., Tioga & C Sts., Phila- 
delphia. A variety of window models 
in standard sizes and a line of small 
“consolettes,” including units which 
can be installed entirely within the 
window line. Air-cooled package 
models to 2 h.p. and water-cooled 
models to 8 h.p. 

Quiet Heet Mfg. Co., Quiet Kool 
Div., 135 New Jersey R.R. Ave., New- 
ark, N. ]. Line includes window mod- 
els of various sizes. 

Radio Corp. of America, RCA Vic- 
tor Div., Camden, N. ]. Twenty-five 
models including window units as 
small as 4% ton, a %-ton consolette, 
casement models, and consoles of 1 
and 1% tons in mahogany, blond, and 
steel finishes. Push-button controls, 
flush mounting, heating units. 
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The border line between large package 
models and centralized equipment is 
not always distinct. This 30-ton Ty- 
phoon model can air condition a small 
building. 
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Remington Corp., Air Conditioning 
Div., Auburn, N. Y. Line of window 
models from 4% to 1 h.p. Thermo- 
stati“éontrol. Heating available on 
somémmodels. “Airflo Fresh’ner” for 
odor elimination. Adjustable mount- 
ing. Also console models of 1 and 14 
h.p., somie with heating. 

Servel, Inc., 119 N. Morton Ave., 
Evansville, Ind. Line of window 
models, including drawer-type units 
designed for casement and other nar- 
row windows. 

Spitzka Mfg. Co., 235 Colfax St., 
N. Sacramento, Calif. An inexpensive 
portable unit employing the evapora- 
tive principle. Consists basically of fan 
with water supply circulated by pump. 
Can be used as fan and as humidifier. 
Price, $49.95. 

Sub-Zero Freezer Co., Inc., Route 3, 
P. O. Box 2017, Madison, Wis. Win- 
dow units of various sizes. 

The O. A. Sutton Corp., 1812 W. 
Second St., Wichita, Kans. “Vornado” 
line of numerous window models, 
from % to 2 h.p. Largest has twin 
1 h.p. systems. Line includes case- 
ment models. Push-button controls, 
thermostat, heating unit available on 
some models. Prices, $289.95 to 
$609.95. 

Tele King Corp., 601 W. 26 St., 
New York. 

The Trane Co., La Crosse, Mich. 
Line of water-cooled package models. 

Typhoon Air Conditioning Co., Inc., 
505 Carroll St., Brooklyn, N. Y. Line 
of window models from % to 1 h.p. 
Thermostat and heating unit available 
on larger de luxe models, Also a line 
of ten package models, air- and water- 
cooled, from 2 to 30 h.p. New 30 h.p. 
model has machinery entirely free- 
floated on springs. Thermostat control. 
Heating can be added. Also a line of 
air handling units for use with remote 
refrigeration systems, including chilled 
water types. 

United States Air Conditioning 
Corp., 3300 Como Ave., S.E., Minne- 
apolis. “UsAIRco” line includes win- 
dow models in Fiberglas cases, from 
% to 1 h.p. Thermostat, push-button 
controls, heating unit (on some 
models). Prices from $269.95 to 
$399.95, plus $15 for heat pump. Also 
several types of package units, from 
2 to 50 hp. 

Victor Products Corp., 901 Pope 
Ave., Hagerstown, Md. 

Welbilt Stove Co., Inc., Maspeth 78, 
L. 1., N. Y. Line of window: models, 
from % to 1% h.p. Thermostat, heat- 
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ing unit, push-button controls. Can be 
mounted flush or balanced. Prices, 
$299.95 to $449.95. 

Westinghouse Electric Corp., 3 Gate- 
way Center, P. O. Box 2278, Pitts- 
burgh. Line of nine window models, 
including casement model, from 2 to 
2 h.p. Thermostat, heating (electric 
and reverse cycle), push-button con- 
trols. Priced from $289.95 to $599.95. 
Also six package models from 2 to 
15 tons, 

Worthington Corp., Holyoke, Mass. 
Two window units, % and 1 h.p. with 
thermostat control and other features. 
Also line of package systems, water- 
cooled, from 3 to 15 h.p. New prod- 
ucts include air-cooled condensing unit, 
air-cooled condenser, and year-round 
conditioner (with heating) which is 
basically a residential unit but is suited 
to smaller offices. 

York Corp., York, Pa. An extensive 
line containing 20 window models 
from % to 1% h.p., with thermostat, 
modulation control, and (on some 
models) reverse cycle heating. Prices 
from $199.95 to $499.95. Also a line 
of four air-cooled small consoles, from 
% to | h.p. with same features as win- 
dow models, priced from $519.95 to 
$619.95. In addition, three water- 
cooled package units, from 7% to 15 
h.p. 


Fans and Air Circulators 


Argus Mfg. Co., 1134 N. Kilbourn 
Ave., Chicago. Line of fans includes 
new “Ambassador Quad” for intake, 
exhaust, window, hassock, and floor 
use, and “Movabout,” mounted on 
wheels. Diameters across blades from 
12 to 20 in. Models tilt but do not 
oscillate. Largest models have three 
speeds, others two. Prices, $39.50 to 
$99.50. 

Bar-Brook Mfg. Co., 6133 Linwood 
Ave., Shreveport, La. 

Berns Mfg. Co., 1605 Central Ave., 
Far Rockaway, L. 1., N.Y. 

Chelsea Fan & Blower Co., Inc., 639 
South Ave., Plainfield, N. ]. Line of 
six models, including window types, 
with diameters across blades from 12 
to 30 in. New “Sea Breeze” serves as 
circulating hassock, exhaust window, 
and intake window fan. Has tilt stand, 
Prices, $29.95 to $99.95. 

Commander Mfg. Co., 4225 W. 
Kinzie St., Chicago. Line includes 
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window, floor, wall, hassock, and table 
type fans, non-oscillating, with 12-in. 
diameter across blades, Model HF has- 
sock fan is new in last year. Window 
fans are reversible. 

Cory Corp., 221 N. LaSalle St., Chi- 
cago. “Fresh’nd-Aire” line of various 
types and sizes of fans, including table 
and window models. 


Dayton Electric Mfg. Co., 748 W. 
Adams St., Chicago. Extensive line in- 
cludes 9 window, 7 floor, 25 wall, and 7 
table fans, with blade diameters from 9 
to 30 in. Window fans are reversible. 
Fans are of non-oscillating type. Prices 
from $19.50 to $121.75. New model 
has removable fan head for reversing. 


Diehl Mfg. Co., Somerville, N. ]. 
Variety of fans and air circulators of 
differing types and sizes. 

Emerson Electric Mfg. Co., 8100 
Florissant Ave., St. Louis. Line in- 
cludes heavy-duty portable air circu- 
lators, as well as window, desk, floor, 
ceiling, and other fans. 


Fasco Industries, Inc., Davis & Top- 
pin Sts., Rochester, N. Y. Six window 
models, one floor type, and five table 
types. Blade diameters from 10 to 20 
in. Window and table types are re- 
versible and tiltable. Table models 
oscillate. Prices, $16.95 to $79.95. New 
model 2047 reversible by push-button 
control; has three speeds, 


Frigid, Inc., 128-168 32nd St., Brook- 
lyn, N. Y. Wide variety of window, 
floor, hassock, attic, and other fans and 
air circulators. Blade sizes from 10 in. 
to 30 in. (48 in. for some attic fans). 

The A. C. Gilbert Co., Erector 
Square, New Haven, Conn. A line of 
fans of which the No. A3000 “Wind- 
streamer” is typical. This fan uses the 
venturi principle to produce a jet of 
air, the force of which is calculated 
to provide complete air circulation in 
a room. Fan has selective oscillation 
and is tiltable. 

Griffon Productions, Air Devices 
Div., 4 Hathaway Rd., Bronxville, 
N. Y. The “Dual-Fan,” intended for 
installation attached to and directly be- 
low an overhead air duct, is specially 
designed to distribute incoming fresh 
air efficiently, Several units may be 
mounted in one room, each under in- 
dividual control. The “Filt-R-Fan” is 
a multi-purpose unit which can be 
used on the floor, at windows, on 
desks, etc.; its special feature is that 
it can be used to direct air inward to 
pass across a filter before circulating in 
the room. This feature is designed to 
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Not enough copies... 
loses time, delays action, lowers efficiency 
in every business...is a chronic problem 
which Ozalid can usually solve. 

Anything written or typed, printed or 
drawn on translucent (lets light through) 
paper can be copied on an Ozalid machine, 
in less than a minute. The copy is accurate, 
clear, dry and ready for use. 

A letter size copy costs less than 2¢— 
a lot less than retyping and proofreading, 
transcribing, photocopying. And anybody 
can use an Ozalid machine. 


Saves every department... 
° Thousands of companies now use Ozalid 
copies of orders, invoices, material lists, 
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One measly carbon! = 


“Price changes effective next Monday—and I get one 
measly copy! Now my two girls have to drop everything, ’ 
and type new price lists and letters to the men in the 
territory ...The home office could spare the branches a 
lot of grief by just sending enough copies...” 


OZALID 


—_. 


statements, bulletins, tax returns, charts 
and drawings—to speed production, order 
filling, accounting, billing, shipping, etc. 

Add new entries on cumulative reports, 
and Ozalid copies save transcribing and 
typing. Files can be reduced; one carbon 
makes Ozalid copies anytime. 

Even in a small office, an Ozalid machine 
soon pays for itself. Call the nearest Ozalid 
distributor (see phone book) and ask for a 
demonstration. Or write to 186 Ozaway, 
Johnson City, N. Y. In Canada, Hughes 
Owens Company, Ltd., Montreal. 


OzaLiv—A Division of General Aniline & 
Film Corporation... From Research to Reality 


BAMBINO (right) is the smallest, 
fastest, low-priced office copying 
machine; will make 200 copies 
an hour, on sheets as wide as 9’, 
for less than 2¢ a copy. 


OZAMATIC (left) is a table 
model, handles sheets as 
wide as 16”, and can make 
up to 1000 prints an hour. 
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No Doubt About It! 


“The 
dictionary habit” 
increases office 
accuracy, 


cuts costs 


The success of your business may well be 
affected by the accuracy of your corre- 
spondence. No doubt about it, poorly 
worded correspondence and inaccurate 
facts and figures have ruined many busi- 
ness transactions. That is one reason why 
it will pay you to equip every executive, 
stenographer, and secretary with an indi- 
vidual copy of Webster’s New Collegiate 
Dictionary and to equip your office or 
departments with at least one copy of 
Webster’s New International Dictionary, 
Second Edition. 


Assure accurate 
J 


P 


When you place these up-to-date reference 
books at the finger tips of your personnel, 
you minimize the human temptation to 
guess, and your business gains the prestige 
of correctly spelled, precisely written ‘cor- 
respondence with the added assurance of 
accuracy. 


Increase office efficiency 


You increase office efficiency, too. Ste- 
nographers and secretaries without a desk 
copy of Webster’s New Collegiate waste 
valuable time tracking down the correct 
spelling, proper division, or standard 
abbreviation of a word. Executives in an 
office not equipped with Webster’s New 
International Dictionary, Second Edition, 
must often search through numerous 
special reference books to find information 
that would be at their finger tips with 
this ‘‘great question answerer.’’ 


CAUTION: Merriam-Webster dictionaries are directly descended from the 
America’s greatest lexicographer. They are kept constantly up to date 


Merriam- 


ebster editorial staff. Insist on Merriam-Webster — the finest 


For desk use 


Webster’s New Collegiate 
assures correct spelling, 
proper word division, 
precise meanings, ac- 
cepted abbreviations, 
preferred pronuncia- 
tions, accurate word usage, 
and sound facts about per- 
sons, places, weights, measures, monetary 
units. This up-to-date ‘‘business hand- 
book’’ has 1,196 pages, 125,000 entries, 
and costs only $5.00 unindexed, $6.00 
indexed. Even less for ten or more. 


For general reference 


Webster’s New Inter- 
national Dictionary, \ 
Second Edition, is an | 
unimpeachable volume 
of 600,000 entries, thou- 
sands of encyclopedic ar- 
ticles, 12,000 illustrated 
terms, magnificent color 
plates, biographical and geographical sec- 
tions. It is ‘‘the Supreme Authority’’ of 
the nation’s courts, universities, and the 
Government Printing Office. It is equiv- 
alent in type matter to an 18-volume en- 
cyclopedia—truly the greatest value in 
book form in the realm of knowledge. Yet 
it costs only $35. A handsome table 
specially designed to hold the book at a 
convenient angle is available at $29.50. 

Write G. & C. Merriam Company, Dept. 
OM-2, Springfield 2, Mass., tolearn how 
these books can save you time and money. 


iginal work of Noah Webster, 
y the famed permanent 
dictionaries with which 


you can equip your office — at book, department, or stationery stores. 


in an office employing 25 stenographers, 
it was found that each had to confirm the 
correct spelling or usage of four words per 
day. Approximately five minutes are lost 
each time in checking either a dictionary 
located somewhere else in the office or through 
interrupting a fellow worker. 

At the average payroll rate of $1.25 per 
hour, the 41% hours per week of lost time 


This office saves $2600 per year 


CQ Meviam-Websti 


cost approximately $2600 per year—more 
than 17 times the cost of supplying each 
stenographer with her own copy of Webster’s 
New Collegiate Dictionary! 

How much are you losing by not having a 
Webster’s New Collegiate on every desk? 
(Remember: you get better letters, too.) Call 
your office supply dealer today! Get the best. 
Insist on genuine Merriam-Webster dictionaries. 


S86. U. 5. PAT. OFF, 


April, 1955 


Tools of the Office 


provide clean air throughout the year. 
_ Edwin F. Guth Co., 2615 Washing- 
ton Blvd., St. Louis. 

Hunter Fan & Ventilating Co., 400 
S. Front St., Memphis. Line includes 
4 window, 1 floor, 6 wall, and 6 table 
type fans. Blade diameters range from 
10 to 30 in. Some models oscillate, 
some are reversible. New is a hassock 
fan. Prices, $17.50 to $117.10. Also a 
line of attic, industrial, and ether fans, 
with prices from $63.30 to $810. 

Ilg Electric Ventilating Co., 2850 N. 
Pulaski, Chicago. A number of fans, 
including table and window units, and 
models mounted on wheels for port- 
ability. 

Kisco Co., Inc., 2400-40 DeKalb St., 
St. Louis. An extensive line of fans 
and air circulators, including window, 
floor, and other types. Fans available 
in variety of sizes and capacities. 

The Lau Blower Co., Dayton 2, 
Ohio. Line includes fans of various 
types and sizes: floor, window, and 
other models. 

LeJohn Mfg. Co., 
Huntington, W. Va. 


Manning-Bowman Div., McGraw 
Electric Co., Elgin, Ill. Six window, 2 
floor, 5 table, and 4 multi- purpose 
models. Blade diameters from 8 to 
20 in. Window and multi-purpose 
models reversible. New “Breeze-Away” 
can be used on floor as circulator, or 
on table or desk. Prices, $5.95 to 
$37.95. 

Reed-Unit Fans, Inc., 1001 St. Charles 
Ave., New Orleans. 

Phil Rich Fan Mfg. Co., Inc., 2900 
Caroline St., Houston. 

Robbins & Meyers, Inc., 287 S. Front 
St., Memphis. 

Seabreeze-America Ltd., 701 Seneca 
St., Buffalo. Line includes new 10-in. 
portable fan, oscillating, and tilting. 
Housing, base, and control knob are 
of plastic. 

Signal Electric Mfg. Co., 
Menominee, Mich. 

Stratfield Co., 434 Grand St., Bridge- 
port, Conn. Line includes new “Lite- 
Tite” model, designed to ventilate dark 
rooms without admitting light; has 
8-in. 5-blade fan. Also a number of 
other fans, including table models. 

Superior Electric Products Corp., 
1507-17 Independence St., Cape Girar- 
deau, Mo. One window, one floor and 
three table type fans, with blade diame- 
ters from 8 to 12 in. Window type is re- 
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No revolver in sight—but 
he’s staging a hold-up, in terms 
of lost production time. This 
doesn’t have to be the case. 
Rudd-Melikian’s Kwik-Kafé 
system provides management with 
real control of the “‘coffee-break”’, 
and makes it build, not break 
down, worker efficiency. 


Employees take their “‘coffee- 


"The Quiet Man” 


Keep the eoftee-bteak in your contre! 


break” right in the office or plant, 
without leaving their work area, 
and lost time is cut to the mini- 
mum. Rudd-Melikian, Inc., leader 
in the field of ‘‘coffee-break”’ 
control, installs and services 
dependable dispensing machines 
that supply delicious Kwik-Kafé 
coffee and leading soft drinks at 
no cost to management. 


RUDD-MELIKIAN, INC. 


CREATORS 
OFFICE MANAGEMENT 


O F 


AN 
April, 1955 


INDUSTRY 


There is a Rudd-Melikian dealer 
in most principal cities. Contact 
him, or write direct to us. 


You don’t have 
complete con- 
trol unless 

you have 
Kwik-Kafé. 


a 
| 
| 
| 
| 
| 
| 


Rudd-Melikian, Inc., 

1949 N. Howard St., Phila. 22, Pa. 

Gentlemen: 

| | Please show me how to control 
the “coffee-break"” with R-M 
dispensers. Booklet OM 3. 
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Carter’s stamp pads Carter’s Rubber Stamp Inks give 
outsell the others because: brilliant, sharp impressions .. . 


come in 5 sparkling colors and in 
Special patented construction provides 100,000 im- ' all popular sizes! 
pressions. 


Boxes have rounded closed corners to prevent seepage, a ia yee “e naga 
rolled edges to prevent damage to rubber stamps and pind ; “ wd ¢ pec -. 
for extra strength. : ). est for Stamp Pads 


and Self-Inkers. 
Nainsook covering heat sealed, not glued, to prevent - iF . They never damage 
mixing of glue and ink. ' rubber stamps. 
Pump action provides clear, sharp impressions . 


a d Choose from these 
uniformly inked pad at all times. : 2 


colors: 


- @ Purple @ Green 
Boxes handsomely lithographed in pad color for easy, 


@ Red @ Black 
immediate identification. @ Blue 


YOUR STATIONER, MARKING SUPPLY DEALER and OFFICE OUTFITTER 
have complete stocks of Carter’s Stamp Pads and Inks. Call your dealer today. 
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Carter Pump Action Construction 
assures more and sharper impressions 


zs Fine, tightly stretched nainsook covering is 
lint-free, won't clog, wears longer. 


2.-4. High quality felts of exact weight, fibre content 
and thickness for maximum ink capacity. 


3. — Rigid non-absorbent oil board with scientifically 
spaced perforations for smooth pump action, 
constant remoistening of pad surface. 


S. Warpless asphalt base won't absorb ink, gives 
whole pad liveliness, resiliency. 


For your If you prefer foam pads... * 
self-inkers... CARTER HAS THE BEST ‘ he 


For sharper, more brilliant and quick- 
drying impressions from your Self- 
Inking Rubber Stamps, you can use no re 
finer inks than Carter's Rubber Stamp | treme Ke 2 


Inks. They are available in colors that Ca 
AQIS Bs. 
Skee 


match the colors of Carter's famous 
Stamp Pads . . . make all your office 
stamping uniform and clean-cut in : 
appearance They have all the quality features of Pump- 
; Action Pads . . . give quiet smooth operation. 
Special foam rubber with fine texture prevents 
lint and dust from clogging holes. 


THE CARTER’S INK COMPANY 


CAMBRIDGE 42, BOSTON, MASSACHUSETTS 


April, 1955 
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Tools of the Office 


versible, table type oscillates, and floor 
and table models tilt. New is the No. 
1400 circulator and _ hassock fan. 
Prices, $6.25 to $39.95. 

The O. A. Sutton Corp., 1812 W. 
Second St., Wichita, Kans. An exten- 
sive line of “Vornado” models, includ- 
ing desk and pedestal, table, window, 
exhaust, and other fans. Wide variety 
of sizes and capacities. Prices from 
$26.95 to $129.95. 

Victor Electric Products, Inc., 2950 


Robertson Rd., Cincinnati. 

Viking Air Condftioning Corp., 5601 
Walworth Ave., Cleveland, Line of 
window, floor, and roll-about models. 
Some reversible, some tilt. New No. 
920 is a 20-in. all-purpose fan which 
can be used as a window fan or mount- 
ed in accessory floor or mobile stands. 
Prices, $39.95 to $89.95. Floor stand, 
$4.95; mobile stand, $19.95. 

Walton Laboratories, Inc., 
Grove St., Irvington, N. ]. 

W. W. Welch Co., 700 Glenn Bidg., 
Cincinnati. Line of fans and air cir- 
culators includes 4 window, 4 floor, 
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New J USTOWRITER Brochure Tells 


a 


| 


The JUSTOWRITER is a cold-type 
composing machine consisting of two 
units-a Recorder and a Reproducer. 
The Recorder produces copy and a by- 
product punched tape. This tape then 
operates the Reproducer to set sharp, 
justified reproduction proofs or direct 
image plates at 100 words a minute... 
automatically. 


Eleven different type faces available in 
8 to 14 point size. Corrections and 
alterations are easily made on the 
JUSTOWRITER Model “AA” which will 
punch, read, revise or duplicate tape. 


Users save hundreds of dollars in 
composition on all kinds of work. Mail 
the coupon for the JUSTOWRITER bro- 
chure and learn how you, too, can save 
on composition costs. 


The above copy was set on the Justowriter 


HOW TO SAVE 
20% TO 80% ON 


TYPE COMPOSITION 


COSTS! 


COMMERCR, 


CONTROLS 


COMMERCIAL CONTROLS CORPORATION 

1 Leighton Ave., Rochester 2, N. Y. 

(C1 Send brochure. : 

C | would like to see a Justowriter demonstrated. 
(CD Send examples of savings with Justowriter. 


Dept. OM-45 


weweweccenned 


Title. 


CORPORATION Nome. 
Cc 
Sales and service offices in Address 
principal cities—listed in clas- . 
sified telephone directory. City 


Zone State 


April, 1955 


1 pedestal, 1 utility, and 2 table models, 
Blade diameters from 10 to 20 in. All 
but floor types are reversible; table, 
pedestal, and utility types can be tilted. 
Price range, $36.95 to $69.95. Feature 
of new pedestal fan is reversibility with- 
out turning unit around. 
Westinghouse Electric Corp., 3 Gate- 
way Center, Pittsburgh. Line of fans 
of various types and sizes, including 
window, floor, wall, table, and other 
models. 
Wilster, 
Cleveland. 
Worthington Corp., Holyoke, Mass. 


5700 Detroit Ave., 


Inc., 


CIA to meet in Toronto 

The Controllers Institute of America 
will hold its 1955 Eastern Conference 
at the Royal York Hotel, Toronto, 
April 28-30. Among the subjects to 
be discussed are business administra- 
tion, management planning and con- 
trol, tax legislation, and productivity. 
James L. Peirce, vice president and 
controller, A. B. Dick Co., will speak 
on various aspects of controllership. 

The Institute has its headquarters at 
1 E. 42nd St., New York. 


Books and Pamphlets 


Records Management Conference 


New York University’s Graduate 
School of Business Administration has 
published the Proceedings of the First 
Annual Conference on Records Man- 
agement. This conference, held under 
the joint sponsorship of the University 
and the National Records Management 
Council, took place on September 20 
and 21, 1954. Among the contributors 
to this report are Robert A. Shiff, How- 
ard A. Kenyon, R. H. Darling, Dr. 
Timothy W. Costello, Dr. Bennet B. 
Murdock, Melvin J. Brown, Dr. Robert 
H. Bahmer, Dr. Richard C. Overton, 
Robert E. Weil, Thomas Hubin, and 
Arthur Barcan. 


New York Industrial Directory 


Publication of the second issue of the 
Greater New York Industrial Direc- 
tory, a 1,364-page volume listing nearly 
33,000 manufacturing firms in New 
York City, has been announced by the 
Greater New York Industrial Direc- 
tory, Inc., 401 Broadway, New York. 

The firms are listed alphabetically 
by county, together with such informa- 
tion as name, address, telephone num- 
ber, product or service, owner, partners, 
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ARISTOCRAT 


DESK 
aus lexprcce of CE NYgCnECVING 


Here’s polished new beauty of modern 
design, in desks plus-engineered for 
functional efficiency and long term 


al value, built in the Remington Rand 
: tradition of craftsmanship and quality. 

With the unit type of construction, 

yh all sections of each Aristocrat are 


‘ interchangeable. Tops, drawers and 
' pedestals can be easily reassembled to 
meet varying requirements. 

Note the comfortable, recessed 
drawer pulls. The new-design center 
drawer lock releases all drawers by a 
mere quarter-turn of the key —no 
movement of the center drawer neces- 
sary! Heights adjust from 29” to 3012”. 

Indeed, Aristocrat desks set new 
highs in functional excellence, dura- 
bility and beauty of modern styling. 
They’re available in three colors — ex- 
clusive Gray-Rite, soft pastel, decorator 
brown and green. Ask for new booklet 
— FF187 — showing the full Aristocrat 
Desk Line. Write Remington Rand 
Inc., Room 1423, 315 Fourth Avenue, 
New York 10, New York. 
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Books and Pamphlets 
(Continued ) 


president, vice presidents, treasurer, 
secretary, sales manager, advertising 
manager, office manager, traffic man- 
ager, purchasing agent, personnel man- 
ager, plant superintendent, capitaliza- 
tion, number of office and factory -em- 
ployees, size of plant, territorial scope 
of operations, main office, plant, sales 
and showroom locations. 

A second section of the book is de- 
voted to a classified buyer’s guide. 


The volume is leather bound and is 
indexed. It is priced at $40. 


Automation Dictionary 


To clarify the terminology of auto- 
mation in the minds of non-technical 
men, the Minneapolis-Honeywell Regu- 
lator Co., Wayne and Windrim Aves., 
Philadelphia, has published a 20-page 
Automation Dictionary in _ booklet 
form. The scope of the booklet is indi- 
cated by the following excerpt from 
its introduction: 

“The definitions offered are pur- 
posely simplified: perhaps to an engi- 
neer they may even appear childish. 


por ctr cc tr cere 


YOU NEED THIS 


} Challenge 


EQUIPMENT 


For standard run of loose- 
leaf work. Also adapt- 
able for variety of 
novelty jobs. 9 styles 
available — hand, 
foot, power models. i 


Always a sharp 
clean impression; 
easy operation. 
Full selection of 5 
styles — 5 sizes. 


7448 ee ee ee 


i} Lae ea 
ne & PAPER CUTTERS: 


11 models — 7 sizes .. . from 

lever cutters in bench and floor models 
—to power cutters with hand or 
hydraulic clamp. Engineered to provide 
smooth, accurate cutting with 

minimum effort and maximum safety. 


dealers in all principal cities 


THE CHALLENGE MACHINERY CO. 
GRAND HAVEN, MICHIGAN 


Send details as checked below: 
( Paper Cutters C) Paper Drills 
() Proof Presses (.) Paper Punches 


TRADE-MARK @® 


However, they are not designed for 
the technical man, but rather tor those 
whose knowledge of automatic control 
is largely limited to the setting of the 
thermostat on the living room wall.” 


Changing the Fiscal Year 


The American Institute of Account- 
ants has prepared a pamphlet called Do 
You Close Your Books on New Year's 
Eve?, which offers a number of reasons 
to show that a company should use a 
fiscal year based on its natural business 
year rather than on the calendar year. 

The AIA points out that the natural 
business year covers an annual cycle of 
activity that ends at a period when in- 
ventories, receivables, and loans from 
banks are lowest. Advantages claimed 
for using the natural business year are: 

(1) Inventory can be taken when it 
is lowest and when employees are least 
busy. 

(2) The balance sheet will show the 
company’s most liquid position, which 
is considered to be a help in getting 
bank credit. 

(3) The income statement will shew 
results of operations during an actual 
cycle of the business, rather than a 
mixture of the end of one season and 
the beginning of another. 

(4) Financial statements for each 
year will be available earlier for the 
following year’s planning. 

(5) Tax returns will show smaller 
amounts for inventories and accounts 
receivable, reducing the area of possi- 
ble dispute with the government, 

(6) Certified public accountants will 
be able to render service to the com- 
pany more effectively when they are 
not in the midst of calendar-year 
auditing. 

Single copies of the pamphlet are 
available from the Natural Bus‘ress 
Year Committee, American Institute of 
Accountants, 270 Madison Ave., New 
York. 


Financing Education 


The National Association of Manu- 
facturers has recently published the re- 
sults of two studies on the financial 
problems of education. These are: 
Our Public Schools and Their Financial 
Support, and Our Colleges and Univer- 
sities and Their Financial Support. 

These reports discuss the seriousness 
of shortages in present educational fa- 
cilities and urge recognition of the im- 
portance of providing financial support 
for education. In particular, the Asso- 
ciation argues for increased support of 
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“First.’”’ Shown at right is the 
Olivetti Automatic Carriage Print- 
ing Calculator, the first and only 
printing calculator with a carriage, 
providing automatic and shuttle car- 
riage operation. It automatically cal- 
culates, and prints desired figures on 
record-forms, automatically moving 
to the proper columns, for mecha- 
nized bookkeeping. The machine can 
perform 21 separate operations auto- 
matically, in desired sequence; the 
sequence can be quickly changed. Its 
platen splits, takes a 3 inch tape; the 
machine then operates as a printing 
calculator, providing fully automatic 
(short-cut) multiplication and divi- 
sion, and as a speedy 10-key adding 
machine with direct subtraction and 
automatic credit balance. It is, in 
sum, 3 machines in one. Capacity 
999,999,999.99. Other business arith- 
metic machines by Olivetti are 
shown above, including the Olivetti 
Printing Calculator, completely and 
uniquely automatic, proven thor- 
oughly dependable in 7 years of com- 
mercial use; more than 20,000 of 
them are in use in the United States. 


gy [Sg 


Olivetti Corporation of America 
Dept. EQ, 580 Fifth Avenue 
New York 36, New York 


Gentlemen: I'd like to know more 
about these Olivetti machines: Auto- 
aX Carriage Printing Calculator 


, Printing Calculator . ), Du- 
plex Adding Wits ( ), Adding 
achine ( . Without obligating 


me in any wk, please let me have 
this information as soon as possible. 


Name. . 

Title... 

Company. . 

Street. . 
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GRAPHIC VISUAL CONTROL 


vy Gives Graphic Picture of Your Opera- 
tions—Spotlighted by Color 

yy Facts at a Glance—Saves Time, Saves 
Money, Prevents Errors 

vy Simple to Operate—Type or Write on 
Cards, Snap in Grooves 

vy Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

yy Made of Metal. Compact and Attractive. 
Over 50,000 in Use 


Full Price $4959 with Cards 


FREE 
Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd St. e New York 36, N. Y. 


24-Page Booklet No. G-500 
Without Obligation 


Get The Finest. .Ask For 


ACE STANDARD 


AN AGE stapter! 


ACE Stapling Equipment 
is made with watch-like 
precision. It never fails to 
fasten papers and paper 
boards quickly, securely, 
ACELINER economically. See a// ACE 
models (from $2.40 up). 
See the ACE Staple Re- 
mover. And. . always use 
ACE stronger Staples. . 
you get the finest when 
you specify “ACE”! 


SOLD THRU LEADING STATIONERS 


ACE PILOT 


_ ACE FASTENER CORPORATION 


3415 North Ashland Avenue, Chicago 13 


Books and Pamphlets 
(Continued) 


education at the college level by busi- 
ness corporations and discusses such 
related problems as whether funds so 
provided should be restricted as to use. 
The Association also examines prob- 
lems of financing public schools and 
urges that business give its support to 
educational programs through the ac- 
tivities of individuals who can donate 
their services by participation in 
school boards, through the activities of 
corporations which can stimulate in- 
terest in education through education- 
industry conferences, house organs, ad- 
vertising, and other media. 

Copies of these reports are available 
from NAM on request. 


Manufacturers’ Catalogs and 
Pamphlets 


Record Keeping Equipment 

Watson Mfg. Co., Inc., Jamestown, 
N. Y. Two catalogs: How Banks Cut 
Record Keeping Costs, and Bank 
Equipment. 


Photocopying 

Remington Rand Inc., 315 Fourth 
Ave., New York. Leaflet P-385, de- 
scribing Rotoflo, which, teamed with 
Remington Rand’s Transcopy, prepares 
photocopies of records up to 14 in. 
wide, 


Calendar 


Allen Hollander Co., Inc., 385 Gerard 
Ave., New York, offers a 12-month 
calendar with a pressure-sensitive back 
for application to desks, walls, etc. Re- 
quest on letterhead. 


Filing and Office Supplies 

Yawman & Erbe Mfg. Co., 1099 Jay 
St., Rochester, N. Y. Catalog No. 4071, 
superseding previous supplies manuals. 
A 70-page catalog in revised format, 
covering folders, vertical guides, cards, 
etc. 


Bank Bookkeeping 

Diebold, Inc., Systems Div., 818 Mul- 
berry Rd. SE., Canton, Ohio. 
Brochure describing Post-to-Check Sys- 
tem for bank bookkeeping. 


Office Communications 

TelAutograph Corp., 16 W. 61 St., 
New York. The “Nerve System” of 
Controlled Manufacturing is Com- 
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NEW pesklxnielelnteyr 


INCREASES 
OFFICE EFFICIENCY 


Amazing one unit 
memo organizer 
“never forgets to 


The single Expaditer unit replaces all mis- 
cellaneous paper cluttering up the d 
organizes important memos and notes in 
one place. Speeds work through! Saves 
Time! Unit holds 400 slit-apart memos (per- 
forated at top), up to half year's use. 
Discourages wasting costly stationery and 
forms for scribbled notes. Pays for itself in 
efficient .cost-cutting operation. Put an 
Expaditer on every employee's desk and 
see for yourself! 


Only $8.10 per doz. (minimum order) 
Send No Money! We'll Bill You! 


SATISFACTION ASSURED 
Exclusively Sold By (Est. 1937) 
Goodyear Printing & Stationery Co. 
270 Lafayette St., Dept. FM-4, N. Y. 12, N. Y. 


strike back at 


CANCER 


man’s 
cruelest 
enemy 


GIVE 


AMERICAN 
CANCER 
° SOCIETY 
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NOW make copies directly under low hanging 
fluorescent lights with the 


* 
Copease 


Dupler 


PHOTOCOPIER 


new Lite-Visor’ 


Coupon brings FREE 3-day trial in your office 


New Plexiglas Lite-Visor+ attachment lets you use COPEASE even under bright, 
low-hanging fluorescent lights! Operation stays in full view without danger of pre- 
, exposure. Now, with COPEASE, you can make quick, clear, dry copies of anything on 
paper... anywhere! Mail coupon for free 3-day trial in YOUR office of COPEASE, 


the machine that revolutionized photocopying all over the world! 
*Trademark Patent applied for 


COPEASE Gentlemen: I'd like to have a free 3-day trial 
of COPEASE with new Lite-Visor in my office. 1 
CORPORATION 
Please send free literature. 
270 Park eas: York 17, BOX OM-4 (chock ene} 
ices: 
New York, 270 Park Ave., PL 3-6692 Name wee 


Los Angeles, 3563 Wilshire Blvd., DU 5-2881 
Chicago, 201 N. Wells St., AN 3-6949 


Distributors in Principal Cities City. State 
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(Continued ) 
munication, a brochure with diagrams 
and illustrations showing uses of Tel- 
Autograph communication systems for 
plant and office coordination, 


Labeling Tape 

Labelon Tape Co., Inc., 450 Atlantic 
Ave., Rochester, N. Y. Four-page fold- 
er on Labelon pressure-sensitive plastic 
tape and its use for labeling purposes. 


Business Cards 

R. O. H. Hill, Inc., 270 Lafayette 
St., New York. Business Card Buyers’ 
Guide, a folder containing information 
for guidance in the selection, purchase, 
and use of business cards. 


Coming Events 


Southern California Business Show. 
Los Angeles, April 12-15. 

Sponsor: National Association of Cost 
Accountants. Place: Biltmore Hotel. 


Conference for Office Managers. 
Milwaukee, April 19 and May 17. 
Sponsors: University of Wisconsin and 
Wisconsin Manufacturers Association. 
Place: Wisconsin Tower Building. 


Northeastern New York Business 
Show. Albany, April 20-22. 

Sponsor: Albany Chapter, National 
Association of Cost Accountants. Place: 
27th Division Armory. 


fine rag en ae papers for 


presttie. 


W. 


trength.. . permanence 


pat 


The brilliant blue-white of a fine rag paper by Neenah lends prestige 
to your reports, letters, agreements, surveys and important records. 
Neenah papers are tub-sized and air-dried for a more luxurious typing 
surface. Their long cotton fibers withstand repeated handling and 
time. For the finest in boxed typewriter papers, ask your stationer 


for Neenah. 


Neenah is America’s most complete line of fine business papers. 


Old Council Tree Bond. ..... 100% rag 
TES TNE 6 on 05 ce ececcees 75% rag 
Chieftain Bond.............. 50% rag 
eee Pr rere 25% rag 
Old Council Tree Onionskin. .100% rag 
Success Onionskin.......... 75% rag 
Neenah Onionskin.........- 25% rag 


- 


Finishes—bond and cockle 
Weights—substance 7,9, 13, 16,20 and 24 
Sizes—8% x 11; 84% x 13;8%x 14 
Neenah is also available ream wrapped. 


NEENAH PAPER COMPANY «© Neench, Wisconsin 
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Delmarva Office Machinery and 
Equipment Show. Salisbury, Md., 
April 21-23. 

Sponsor: Salisbury, Md., Chapter, Na- 
tional Office Management Association. 
Place: Salisbury Armory. 


National Secretaries Week. 

April 24-30. 

Sponsor: National Secretaries’ Council, 
750 Graybar Bldg., New York. Na- 
tional Secretaries Day, April 27. 


SAM-ASME Time Study and 

Methods Conference. New York, 

April 28-29. 

Sponsors: Society for Advancement of 
Management and American Society of 
Mechanical Engineers (Management 
Division). Place: Hotel Statler. 


CIA 1955 Eastern Conference. 
Toronto, April 28-30. 

Sponsor: Controllers Institute of Amer- 
ica. Place: Royal York Hotel. 


British Industries Fair. 

London and Birmingham, 

May 2-13. 

Place: Olympia Hall, London, and 
Castle Bromwich, Birmingham. (In- 
formation: British Information Serv- 
ice, 30 Rockefeller Plaza, New York). 


AMA Insurance Conference. 

New York, May 4-6. 

Sponsor: American Management As- 
sociation. Place: Hotel Statler. 


NOMA International Conference. 
Toronto, May 22-26. 

Sponsor: National Office Management 
Association. Place: Royal York Hotel 
and Mutual Arena. Conference in- 
cludes office machinery and equipment 
exposition. 

AMA G al Manag t 
Conference. New York, May 23-25. 
Sponsor: American Management As- 
sociation. Place: Roosevelt Hotel. 


Institute on Records Management. 
Washington, June 20 to July 1. 
Sponsors: The American University 
and National Archives and Records 
Service. Place: The American Uni- 
versity. 


National Employ the Physically 
Handicapped Week, October 2-8. 
Sponsor: American Federation of the 
Physically Handicapped, 1370 National 
Press Building, Washington, D. C. 


(To page 64) 
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The Macey Collator 


... which automatically gathers printed sheets 
and mixed pieces of varying weights and sizes... 


now sold & serviced by 
Pitney-Bowes 


Originators of the postage meter . . . leading 
maker of mailing machines .. . with offices 


in 94 cities in the U.S. and Canada 


Fast « efficient work saver-— 


Gathering or assembling by hand is 
slow and tedious, usually takes a lot of 
time, a lot of people, or both; disrupts 
office routine, diverts high salaried 
workers from their regular jobs. 

This new Macey Collator is highly 
efficient, easy to operate—can gather, 
stack and staple from 3,000 to 4,000 
sets, or as many as 64,000 letter weight 
sheets an hour on the largest model. 

Itis wholly automatic, and extremely 
accurate. The top sheet is lifted by air, 
carried by suction to the conveyor 
tray. Each collated set is checked for 
thickness. A faulty set will cause a 
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stoppage, which is indicated by lights, 
and can be remedied in seconds. 

This machine is worth its cost in 
convenience alone, and soon pays for 
itself in personnel problems avoided, 
time saved, and faster distribution and 
mailing. Hundreds of users find the 
Collator invaluable in assembling form 
letters, bulletins, price lists, catalogues, 
instruction manuals, etc. 

The Macey Collator is now backed 
by Pitney-Bowes expert service from 
259 locations. Call the nearest PB 
office for information, or send coupon 
for free booklet and case studies. 
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This 8 station model will 
gather up to 32,000 pieces 

an hour... handles sheet sizes 
from 3" x 5“ to 12"x 17"... Also 


available in 4, 12 and 16 station 


models... Can be equipped with 


automatic stacker, and wire stapler 


— 
4 
| Free | 
Booklet | 
| Pitney-Bowes, Inc. l 
| 2901 Crosby St., Stamford, Conn. | 
Send free booklet & case studies | 
| Name 
Firm 
| Address | 
Eis capcmncnnishan-dpeaneeaeenins I 
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Coming Events 
(Continued ) 


SPA International Systems Meeting. 
Detroit, October 10-12. 

Sponsor: Systems and Procedures As- 
sociation of America. Place: Sheraton 


Cadillac Hotel. 


Rochester Business Show. 

Rochester, N. Y., October 20-22. 
Spensors: Rochester Chapter of the 
National Office Management Associa- 


tion and Rochester Chamber of Com- 
merce. Place: Chamber of Commerce 
Building. 


National Business Show. 
New York, October 24-28. 


Sponsor: Office Executives Association 
of New York. Place: 69th Regiment 
Armory. 


Cincinnati Business Show. 

Cincinnati, October 25-26. 

Sponsor: Cincinnati Office and Busi- 
ness Equipment Show Committee, Inc. 
Place: Hotel Sheraton Gibson. 


PLYMOUTH 
RUBBER =— 


ee. to Federal So Kations 


PLYMOUTH RUBBER COMPANY, INC. 


ies: mama : 


SF 
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International Automation 

Exposition. Chicago, 

November 14-17. 

Sponsor: The International Automa- 
tion Exposition. Place: Navy Pier. 


Air Conditioning and 

Refrigeration Exposition. 

Atlantic City, November 28 to 
December 1. 

Sponsor: Air-Conditioning and Refrig- 
eration Institute. 


Secretaries to attend 
NYU-NSA conference 


Office executives in the Greater New 
York area have been invited to send 
their secretaries to a day-long confer- 
ence on “The Professional Private Sec- 
retary in Business Today,” to be held 
at New York University’s Gould House 
in Ardsley-on-Hudson, April 27. 


The conference, co-sponsored by 
NYU’s Office of Special Services to 
Business and Industry and the metro- 
politan chapters of the National Secre- 
taries Association, will be a highlight 
of the city’s observance of National 
Secretaries Day. 

Included on the program for the 
conference are morning and afternoon 
sessions, a luncheon meeting, and an 
afternoon tea. Nationally known 
speakers are to address the conferees. 

Further information may be obtained 
from Assistant Dean Wilbur K. Mc- 
Kee, director, Office of Special Services 
to Business and Industry, at the uni- 
versity. 


Independence of function— 
(From page 25) 


a metal strip above the doors with the 
name of the company. The rear wall 
of the reception area is a walnut par- 
tition open at top and bottom, which 
serves both to separate reception from 
the interior offices, and as an effective 
background for the colorfully jacketed 
Reinhold publications displayed on it. 

The solid wall behind the reception- 
ist’s desk has the company name and 
the names of all its publications em- 
blazoned on it, and the wall at the op- 
posite end of reception has a built-in 
bookcase in which are displayed some 
of the company’s books. A green car- 
pet and red couch in reception accent 
the white finish of the solid walls and 
the rich walnut of the standing par- 


“tition, 


The conference rooms within the 
office maintain the high standard set 
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ALL-AROUND STAPLING 


PERFORMANCE © 
Fd IW THE OFFICE — 4 


HEAVY DUTY PRODUCTION STAPLER 
Staples up to 40 sheets of 16 Ib. bond. : 


Model 
No. 105 
Standard 
4-WAY MACHINE 
Stapler, Tacker, Plier, 
Temporary-Permanent Stitch. 


Model No. P-98 
PLIER TYPE HAND STAPLER 
Compact, portable for stapling papers 
at files and other hard-to-reach places. 


Bicm.- 


' 
Nom REACH HET OO 1" meme 


| 


LONG ARM 
Accessible to areas which ordinary 
Staplers cannot reach. 

Loads 210 Standard Staples. 


FFILL IN COUPON AND MAIL 


ee aoe ee AEA EN 
Arrow Fastener Company, Inc., Dept. O 
| One Junius Street, Brooklyn 12, N. Y. 1 


Please send literature on staplers checked below: | 
No. 2020 No.1050 No. P-980 Long Arm | 


NAME. | 

COMPANY l 
| ADDRESS | 

I aii tnciiniestornsenie IIB accessed STATE.......... 
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by the reception area. The long room 
which serves for conferences can be 
divided into two smaller rooms by 
Modernfold doors which recess into 
the walls when not in use. Conference 
tables and cabinets are walnut, set off 
by harmonizing tones of grey, tur- 
quoise, and blue-green in the carpet, 
chairs and walls. 


AMA— 
(From page 34) 


The research team decided that its 
major objective was a system whereby 
information was transported in ma- 
chine language to an electronic com- 
puter for processing, producing a series 
of outputs and by-products to serve 
the needs of all departments. Outputs 
were to serve three main purposes: To 
give management quick, terse, and 
accurate results for decision and action; 
to indicate exceptions from routine for 
investigation; and to produce a detailed 
listing for both historical and random 
reference requirements. 

“The emphasis in a ‘One shot proc- 
ess’,” Mr. Feagler said, “is on integrat- 
ing information requirements of a 
whole company into coordinated pat- 
terns by securing all the available by- 
products from the basic input and proc- 
essing together whole families of re- 
lated data.” 

The results of the survey team’s work 
and findings were presented to top 
management, Feagler reported and in 
July, 1953, the C. & O. president ap- 
pointed an Inter-departmental Com- 
puter Team to bring all departments 
into the analysis of company-wide in- 
formation problems, as a preliminary 
to possible computer installation. 

The new Inter-departmental Team's 
two main objectives were defined as: 

Developing a comprehensive pack- 
age of potential computer applications, 
in which full advantage would be tak- 
en of the inter-relationships between 
the data problems of various depart- 
ments, and the dependence of a num- 
ber of departments on the same basic 
input information. 

Designing a communications system 
to serve the requirements of centralized 
data processing in a decentralized com- 
pany operating over a broad geograph- 
ic area. 

Within a year, the Computer Team 
presented its “package” of company- 
wide potential applications. These were 
divided into four major classifications, 
each of which had a group of de- 
pendent products. 


HOr easier, 
Detter 


photocopying 


Here is a new photocopy system so 
simple, adaptable and compact it can be 
used as standard office equipment. 


Designed by Peerless to operate with 
famous ‘‘Bright-Light’’ papers, it gives 
perfect black-and-white copies of any 
original in any bright office light; even 
when fluorescents are used. 


Anyone can operate this new photocopy 
system. Controls are simple, settings are 
not critical. A new rheostat gives step- 
less control of light density. An oversized 
fluorescent tube spreads the light evenly, 
eliminates darkened areas at the edges 
of even the widest copies. And anyone 
can maintain the new Dri-Stat All normal 
maintenance can be done without tools. 


Get additional information on this suc- 
cessful and practical photocopy system 
that will operate in four or five times as 
much light as other photo transfer proc- 
esses. It will reduce your clerical costs 
and increase your office efficiency. Write 
to Peerless Photo Products, Inc., Shore- 
ham, Long Island, New York, or call your 
nearest Peerless distributor. 


PEERLES 
ts 
DRI-STA 


pA ves wy | 2 
a y 
| Pe 

ee =~ | -@ hew Ps 
as Dri-Stat System iim 
> ee ’ - Fics 
‘a &@ Fj 
(eo = ey 
=~ eB ‘ it 
as ee ty 
a a © 
po y 
ee | 65 ‘ ‘ 

ie 


Listed as broad general areas of po- 
tential computer application were 
“Trafic Handled”; “Plant”; “Mate- 
rials” and “Manpower.” The team’s 
objective was to integrate the paper- 
work in each of these broad general 
areas to the greatest possible extent, 
producing all results from a common 
pool of input information. 

Thus, specific areas under the broad 
general classification, “Manpower” that 
the team felt would be susceptible to 
integration were given as Budgetary 
Control, Personnel Records, Retirement 
Records, ICC Reporting, and Payroll 
Accounting. Each of the other three 
major classifications also was given 
specific subsidiary areas which were 
using the same basic input data, in 
slightly different form, and at slightly 
different times. 

“To us, the term integration means 
recognizing, recording and processing 
our informational needs as a company, 
not as a series of departments,” Feagler 
said. “It means taking advantage of 
the natural relationships existing be- 
tween the input requirements of a va- 
riety of problems. It means coordina- 
tion of the production of related inputs 
as well, to eliminate duplication and 


overlapping of effort, It means taking 
advantage of every economical data re- 
cording, transcription, communications, 
and processing device and technique to 
accomplish this. In short, it means the 
replacement of many parallel and com- 
peting lines of information processing 
by a single coordinated trunk line, 
wherever this is possible.” 
(To be continued in May) 


Purchasing— 
(From page 30) 


One exception in grouping was 
drugs and other items used for medi- 
cation. They were grouped according 
to their usage such as, Allergy Medica- 
tion, Anesthetics, Antibiotics, etc. A 
separate list of individual medicines by 
groups was made, so the clerk would 
know how to classify them and what 
card to put them on. 

A few items which involved little in 
price savings or were negligible in 
amounts purchased, such as rubber 
stamps, rentals of machines, artwork, 
pictures, and music, were not listed. 

Although separate cards were made 
for different types of an item such as, 


Saws, back, band, chain, etc., or 
Brushes, artist, floor, paint, varnish, 
etc., repair parts for passenger auto- 
mobiles and trucks were lumped to- 
gether under Motor Vehicle Repair 
Parts, Automobiles & Truck, since the 
reference to them was slight and list- 
ing each repair part separately would 
involve more cards and work than the 
reference justified. One other large 
grouping was made of “Services.” This 
included cleaning, exterminator, re- 
pairs, testing, and typesetting. 

Usually all sizes for an item were 
listed on one card, but when large 
amounts were involved, a separate card 
was made for each size such as “pipe,” 
which was broken down by material: 
Aluminum, Brass, Cast Iron, etc., and 
also by a card for each diameter size. 
The same plan was followed for Steel, 
Galvanized Sheets, with a card being 
made for each gauge. 

All cross references were included in 
the list and consisted primarily of trade 
names, synonyms, or different forms 
of a term. 


Ex. Vapotone. See: Insecticides. 
Hall Trees. See: Costumers. 
Blow Torches. See: 

Torches, Blow. 


3 popurar LABELING propucrts 


--- PERMA-STIK, the self-adhesive tube or strip-like label holder that is 
now open on three sides for greater utility. It will hold a card many 
times its own width. Very easy to use. 


FOR BINS AND SHELVES — Available in three sizes. 
PS-%2 2" x 
PS-% 1%" x 
PS-1 . = 


6"  30¢ per ft. 
6” 35¢ per ft. 
6” 40¢ per ft. 


FOR RING BINDERS 
Smooth finished, durable metol 


— ellaliaid ind tects and k 


label clean. Neat uniform oppeorance—lasts indefinitely. 
SO-1 for 1” Ring Books... ...... $0.25 each 
SO-1% for 1%” Ring Books... ... 
$O-2 for 2” Ring Books......... 


FOR POST BINDERS 


There is a Vinyl Plastic Label Holder for 
Will not worp or curl—made to Slip-On 


OFFICE PRODUCTS, INC. 


\ 9920 Freeland Ave. Detroit 27, Michigan 
West Coast Distributor: Arch K. Ansty, 171 - 2nd St., San Francisco 5 
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WHO AM I?...1am that comfortably old looking creation the boss is fondly nudging with 
his elbow. When I came to work for the boss I had a name—I was called a “Correspondence 
Sorter.” It wasn’t long before the boss began referring to me as his “Office Secretary,” presumably 
because I became acquainted with everything that passed before his eyes. 


My boss is a very busy man with many callers beside his desk every day. My boss is an orderly person 
and prefers to have a neat desk. He is continually putting papers between my twenty indexed 
compartments. Such business records are easily filed and easily found. Confidential matters are 
hidden from prying eyes. Technical data is always at his finger tips. 


In the course of a typical day, the boss permanently disposes of many letters and initials them for 
filing. In the case of a Smith letter (for example) he initials and puts it in my “S” compartment. 
Just before closing time, Sally, the filing supervisor, transfers the Smith letter and all other disposed 
of correspondence, from me to the permanent files. You will note I have a tumble-head index 
which can be read from both sides. Sally likes me too. She says I save her lots of time. 


I have had a couple of business trips with the boss. After all 1 don’t weigh very much and he 
knows he can always turn to me for a quick and accurate answer. 


The boss says I am the most inexpensive secretary a man could have (probably because I require 
no upkeep and originally cost him, seven years ago, only $2.30). 


It is now questionable which of us will retire first. I hope (and have an idea) that he will put his 
arm around me and take me with him when he leaves the office for the last time. 


If you should want to get in touch with me you will 
be glad to know that my number is C-33 and that I 
am a member of the Smead family. Your local sta- 
tioner can introduce us. 
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Use Them FREE 
for 10 days! 


500 Successful 
Credit and 
Collection Letters 


Here’s how to save time and money 
in your letterwriting .. . get better re- 
sults from your credit and collection 
letters. Send today for a Free-Exam- 
ination copy of the greatest group of 
credit and collection letters ever put 
between the covers of a single vol- 
ume— 


Complete 
Credit and 
Collection 
Letter Book 


by John D. Little 


Each and every one of the 500 letters in this new 
book has been thoroughly tested and proved suc- 
cessful. Each one is ready for you to use “‘as is” 
or with only slight variations to fit your particu- 
lar needs. You'll find individual letters, as well 
as complete series . . . dozens of openings and 
“hooks” to vary your approach . . . techniques 
and ideas ready to gosto work for you AT ONCE, 

Here's just a hint of the 
gold-mine of ideas you'll get— 

A simple collection “hook” that brings in an 
89% response —A collection series that gets spee.y 
results from bad risks — A successful 3-stage letter that 
applies increasing pressure — 14 “first letters” that br rg 
in payments — A forceful “one-shot” letter used to coll »t 
accounts charged off as uncollectible — 5 letters that pull 
for a company in a highly competitive field — Success! | 
ways to collect from non-profit organizations — Dozens of 
fresh variations on the tiresome “please remit” theme — 
Tactful letters drawing customers’ attention to unsatisfactory 
trends in their business — 4 letters asking for more in- 
formation while refusing more credit — ways to get proper 
information for evaluating risk — 3 ways to calm down 
customers dunned for bills already paid — Letters that turn 
customers’ complaints into good will — Letters to chronic 
“discount chiselers” — Handling a debtor “Friend of the 
a — — 5 letters to customers whose checks have 
“bounced.” 


Remember, all these successful letters are ready 
for you to use at once . . . and any one could 
easily be worth hundreds of dollars to you, not 
only in increased collections, but in time and 
effort. Veteran credit men are enthusiastic in 
their praise of the COMPLETE CREDIT AND 
COLLECTION LETTER BOOK. George J. 
Schatz, Vice-President of Commercial Factors 
Corporation, says: ‘This book not only supplies 
‘know-how,’ but also makes available dozens 
of new credit and collection ideas.’’ And W. R. 
Dunn, General Credit Manager of General Foods 
Corporation, says: ‘“‘This book is full of the 
how-to-do-it of making your credit letters 
human, tactful and effective.”’ 
10-DAY FREE TRIAL — Why not see for yourself how 
tremendously helpful these great letters can be in your 
work? Mail the coupon below for a Free-Examination copy 
of the book today! 


————=—=MAIL THIS COUPON NOW" ~~" ~~ 


Prentice-Hall, Inc. Dept. M-~-OM-455 
Englewood Cliffs, N. J. 


Please send me a Free-E xamination copy of the 
COMPLETE CREDIT AND COLLECTION 
LETTER BOOK. Within 10 days I will 
either remit $4.95 plus postage, or return the 
book and owe nothing. 


CO. i ct essnawesse Zome... Bate... svcees 
SAVE! Send $4.95 with this coupon and we 
will pay postage. Same return privilege; re- 
fund guaranteed. 


Liss nen hiss ate en enallieeil 


A few standard terms were adopted 
as subdivisions such as repair parts and 
accessories. Repair parts were defined 
as those items that were put into a 
machine and became a part of it. Ac- 
cessories were those that were added 
to improve operation of the machine, 
but were not essential to operation. 
Usually a separate card was made for 
repair parts, but if a comparatively 
small amount was purchased, both the 
machine and the repair parts were put 
on the same card: 


Ex. Battery Chargers. 
Battery Chargers, Repair 
Parts. 
Burners, Gas & Repair Parts 


Accessories were nearly always in- 
cluded on the same card as the item: 


Ex. Cement, Guns & Accessories. 


and sometimes both Accessories and 
Repairs were on the same card as the 
item: 
Ex. Boats & Accessories & Re- 
pair Parts. 


Because of the great variety of items, 
individual decisions had to be made on 
how to subdivide or combine them. 


There were few blanket rules that 
would apply. This variety is shown in 
the following small section of the list: 


Cards, Number & Letter. 

Cards, Playing. 

Carpet Sweepers. 

Carpeting. See: Rugs & 
Carpeting. 

Carrene. See: Refrigerants, 

Cash Registers & Repair Parts & 
Accessories. 


Several conferences were held to 
work out the problems involved in the 
list and as soon as it was felt that the 
headings would not be changed, but 
only added to, the clerk started to 
make the item cards starting with the 
first order January, 1950. The list was 
put in a loose leaf notebook and com- 
plete detailed instructions were in- 
cluded on how to fill out the cards and 
the procedure to follow in order not to 
disrupt the daily work of the division. 
Whenever the clerk made a card for a 
heading, she checked it. In this way 
she could tell from the list what cards 
had already been made. 

When she came across an order she 
did not understand or for which there 


| THE Spa 


ce Saver - 
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THE COMPLETELY FLEXIBLE 
WORK ORGANIZER 


ALL STEEL CONSTRUCTION 


Provides more work surface in less area. 
Gets all materials and supplies off the 
desk top, but not tucked away in in- 
convenient drawers. Provides any table 
with equal storage capacity of a 6 or 7 
drawer desk. 

Dividers are available in two sizes, which 
provide arrangements to meet all needs. 
Expansion end brackets available for 
files and oversize books or documents. 
The plexiglass back can be removed for 
use between two desks. Can be provided 
with or without legs. 


List prices will be sent upon request. 
For further information write: 


WENDON OFFICE EQUIPMENT MFG. CO. 


17 Irving Avenue 


Stamford, Conn. 
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VICTOR VISIBLE 


Keeps pace with your growing business 
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Victor Sectional Visible— 


Does away with “time out” for record expansion. 
The simple addition of a new Victor steel section 
on top of the ones you have, gives your visible 
record system added capacity. No need to tie up 
needed capital in expensive record equipment that 
your “guesstimates” say you’ll need in the future. 
Buy only the capacity you need and let your records 
grow with your business — with no “time out.” 


Victor Steel Sections are available for 5x3 cards 
with 55 pockets, for 6x4 cards with 51 pockets, 
and for 8x5 cards with 47 pockets. Victor colored 
signals can be used to give you instant information 
at just a glance. Select from Grey, Green, or from 
Standard Grained finishes. 


315 FOURTH AVENUE - NEW YORK 10, N.Y. 
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the basis 
of better 
filing... 


HE Acco filing system is based 

on the famous slogan that 
“Bound Papers Are Safe Papers.” 
The Acco Fastener, alone or in 
Accobind Folders or Accopress 
Binders keeps all related papers 
together — correspondence, in- 
voices, etc.—neatly but securely 
bound in loose leaf style. Let your 
stationer explain the Acco “file 
_ and find” system and you'll never 


use any other. 


The Accopress 
; Binder com- 
| bines loose leaf 
_ convenience, 
large capacity 
and economy, 


When transfer time 
comes just slip the 
bound papers from the 
Accobind Folder, in- 
sert a new Acco Fas- 
tener and the Folder 
is ready for another 
year’s filling. 


ACCOBIND folders 
ACCOPRESS binders 


PIN-PRONG binders 
(for marginal multiple punched forms) 


ACCO clamps 


ACCO punches 
and other filing supplies 


ACCO PRODUCTS, Ince. 
Ogdensburg, New York 


in Canada: Acco Canadian Co., Lid., Toronto 


was no heading, she put it to onc side. 
The Director of Purchases, the Records 
& Library Supervisor, and the clerk 
had almost daily conferences to deter- 
mine what headings to add, and the 
Director of Purchases explained prod- 
ucts or terms as necessary. These con- 
ferences decreased in frequency as the 
list expanded and as the clerk became 
better acquainted with the items until 
they were discontinued completely. 


When a sheet became difficult to read 
because of so many additions, it was re- 
typed and after three months the en- 
tire list was retyped in final form. 
Items continued to be added, but at a 
rate so slow that the list was not re- 
typed again until August, 1954. At 
that time it was also carefully checked 
for inconsistencies or deviations from 
the original rules. Very few correc- 
tions were needed. It was inevitable 
that duplicate or synonymous terms 
would sometimes be used such as 
“Show Cases” and “Display Cases,” or 
that a common brand name such as 
Kleenex might be used instead of 
Cleansing Tissues, but nothing more 
serious than these was found. 


By-product benefits noted 


As a by-product of the setting-up of 
the file it was noticed that some requi- 
sitions were not clearly written; some 
items were ordered by catalog number 
only; and the amounts desired were 
not always exactly indicated. A little 
informal education was given those re- 
sponsible for writing the original requi- 
sitions and this has made the work of 
the purchasing division easier in gen- 
eral. 

Now orders are entered daily so that 
the file is always up to date and its 
value has been proved time and time 
again by the ready reference it offers. 
Other sections besides the purchas- 
ing division are allowed to use the file 
and do so frequently, saving themselves 
much time in getting information on 
previous purchases. Since the orders 
themselves are filed by number or 
vendor, the item file also serves as a 
subject index to them. It has been 
invaluable to the purchasing division 
since many questions can be answered 
from the item file without referring to 
the purchase orders themselves, and 
a quick survey of price changes, 
amounts, vendors used, and similar 
matters can easily be made from the 
cards, 

Now that we have it, we wonder 
how we ever did without it. 


Los Angles 19, Cali 


Keeps Typewriter 
Platforms Firm 


Makes typing easier, faster, less noisy. 
|Improves touch, checks skipping or 
| piling. Easy to use, goes up or down 
iin a jiffy. Won’t snag nylons. You'll 
‘wonder how you did without 
jit. Ask your office supplyg 
i dealer, or write direct. 


THE 


DESK 
STABILIZER § 


GONCO MF6. CO. 


1259 So. La Brea 
COMPLETE 


UNCONDITIONALLY GUARANTEED 
Order direct from manufacturer 


SAMSONITE 
ALL-STEEL 
FOLDING 
CHAIR 

in six 

smart colors. 
Model #2600. 


ah Wee ee 


Samsonite 


folding chairs are 
strongest ...last longest! 


Samsonite folding furniture is 
smart, sturdy, and wonderfully 
comfortable. It lasts longest — 
saves money over the years. 
Group-seating experts choose 
Samsonite first. 


| for = seal Write us or ask your distributor 
ery cl hale. Only for free booklet: **How to Save 
oan Sam Money on Public Seating’’. 
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\}...the case of the 
dissipated echo! 


poor soul just 
wasted away when 
he ran into a 
Soundex Partition. 


)  SOUNDEX 
PARTITIONS 


SOAK UP NOISE 
LIKE BLOTTERS 
SOAK UP INK. 
Perforated surfaces 
plus acoustical core 
’ turns the trick! 


WRITE FOR 
FREE CATALOG TODAY. 


GF v2 pe 


142 FEDERAL SQUARE BLDG. 
GRAND RAPIDS, MICHIGAN 


CUT 
OFFICE 


OVERHEAD! 


It's our monthly newsletter, STATION- 
ERY TOPICS. It's loaded with money- 
saving specials on everyday office 
and stationery supplies as well as in- 
teresting reading matter. 

Use this convenient coupon for your 
FREE copy! Clip to letterhead. 


J. J. LESTER & CO., INC. 


l “Mail Order Stationers to the Nation’ 
305CanalSt.(offB’ way)Dept,OM4,N.Y.13 
1 
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Symptoms— 
(From page 29) 


then to make out a transfer report and 
send it to the fixed assets section of 
the accounting department. This is 
after-the-fact reporting. Now, suppose 
we change the procedure so that we 
require the maintenance man to secure 
approval on a transfer report which is 
made out before he physically moves 
the equipment. This would be rightly 
called before-the-fact reporting and it 
provides preventive control. Under the 
after-the-fact procedure, the clerk can 
easily forget to make out the form. 
Control is weakened. Under the de- 
fore-the-fact procedure, he cannot for- 
get. Control is strengthened. 

The benefits of better control through 
before-the-fact reporting can be real- 
ized as a result of the methods man 
being alert to symptoms which indicate 
the need of such control. 

Much of the criticism directed at 
medical doctors is that they have diag- 
nosed incorrectly; failed to notice those 
symptoms that would have prevented 
suffering on the part of the patient. 
Likewise much of the criticism direct- 
ed at methods men is that they are too 
intent on following certain clues and 
projects that have been suggested to 
them by management. They fail to 
see the symptoms that they ought to 
detect, which symptoms, if followed 
up, would eliminate much suffering 
and pain in the clerical organs of the 
office body. 


Miami conference 
(From page 12) 


ness leaders during the months ahead. 

“(2) To give a fundamental knowl- 
edge of what the government has 
sought to do in shaping the new tax 
laws. 

“(3) To give specific examples of 
how other businesses are using or will 
use these laws in the expansion and 
development of their operations, 

“(4) To outline the general scope of 
the opportunities that today motivate 
business in adopting approved alterna- 
tives under the law.” 

Among the subjects to be discussed 
are capital structure and financing; 
buying, expanding, and selling the busi- 
ness; automation; compensation for ex- 
ecutives and employees; spreading com- 
pensation; current prospects for tax 
legislation, and others. Leading econ- 
omists, analysts, and tax authorities 
will speak. 


3 photo-exact copies made in 
1 minute for less than 4¢ each 


$240 Kodak 
Verifax Copier 
saves 3,000 
per year 


This completely different copier lets 
Sligo, Inc., St. Louis, answer quota- 
tions without retyping. 


Sligo simply fills in prices on the quo- 
tation form a prospect sends in. Then— 
in a minute—gets 3 Verifax copies for 
its general office file, sales department, 
and the salesman involved. 

This eliminates hours of retyping and 
proofreading every day . . . saves more 
than the $240 cost of a Verifax Copier 
every month. More important still is 
the new business which results from 
“quoting first”. ..and getting error-free 
Verifax copies to the Sales force fast. 

Learn in detail why thousands of 
offices call a Verifax Copier indispen- 
sable. See how anyone in your office 
can whisk out Verifax copies after a 
few minutes’ instruction. No fuss. No 
change in present room lighting. Just 
mail coupon below. 


——-MAIL COUPON TODAY-—- 


Eastman Kodak Company 
Business Photo Methods Div. 
Rochester 4, N. Y. 


Please send detailed facts on Verifax copy- 
ing and names of near-by Verifax dealers. 
2 


Name 


Company 
Street 
City 
State 


Price quoted is en to 
change without 
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Unguarded furniture legs raise Cain with expen- 
sive office floors. 

If you've re-finished a floor lately, you know it 
produces a large pain in the pocketbook. And if you 
postpone the job, the worse your floor looks. 

Best way to prevent floor erosion is to use smooth- 
sliding Bassick Rubber-Cushion Glides. Broad, flat 
base of polished, hardened steel won’t mar floors. 
Live rubber cushion absorbs shock. A size for every 
need — adapters for metal-tubing legs. Call your 
office equipment supply source 
today. The Bassick Company, 
Bridgeport 2, Conn. In Canada: 
Belleville, Ont. 


Don't forget casters! “Dia- 
mond-Arrow” Casters make 
office chairs and furniture 


roll at a touch. Double ball- 
bearing action for easier 
swivelling. Soft rubber or 


tough plastic treads. Types 
for metal or wood legs. 


Bassick 


A DIVISION OF 


Ten steps to improve office 
employee relations 
By Ernest W. Fair 


“You have to understand them! When an employee has 
a complaint or grievance it’s almost impossible to arrive at 
a good conclusion without first learning to understand the 
reasons for the complaint, why it is made and what lies 
behind the grievance.” 

These are the sentiments of more than two score office 
executives interviewed on. the question of how we can 
better handle the problem which is becoming more and 
more prevalent in these times. 

“We used to have one or two complaints a week .. . 
now we have dozens,” several observed. “People’s nerves 
are on edge, their demands more exacting . . . those are 
reasons.” 

In paragraphs to follow are ten of the most often pre- 
sented methods of handling the problem. They were men- 
tioned by almost every executive as having been successful 
in his own case. They are applicable to any size operation. 

1. “Don’t settle grievances immediately,” is the advice 
of every executive. Interview the employee who has a 
complaint or grievance and hear his story with a friendly 
discussion of the problem. But don’t attempt to settle it 
then and there. 

It pays to take a little time to reach one’s decision, It 
pays to take time to formulate the way to handle the prob- 
lem. When the decision is presented the employee should 
also be told the reasons for so deciding. 

This procedure has been recommended by almost every 
successful executive as a “must” in procedure. “Snap judg- 
ment,” they say, never pays off in settling any employee 
grievance. 

2. “Explain what you do,” is one executive’s way of pre- 
senting another important point. Often an employee com- 
plaint can be completely smoothed over when the whys 
and wherefores behind the occurrence or the rule involved 
are explained to him. 

Our fellow man can always be trusted to give us a better 
understanding when we have made clear the reasons for 
our position on any such matter. No executive has to take 
an employee into intimate details of the business operation 
but oftentimes giving that employee an insight into one’s 
problems will materially aid in doing away with fancied 
complaints or causes of grievance. 

3. “Remember that the employee is usually right from 
his viewpoint,” is another good suggestion to follow, Most 
of us believe honestly and sincerely that our viewpoint is 
the right one. 

When you approach the solution of a problem with the 
thought in mind that the employee sincerely believes him- 
self to be right in the stand he is taking you can much more 
readily arrive at an adjustment of the situation. 

4. “Don’t quibble,” is one executive’s advice and others 
add such suggestions as not procrastinating or giving foolish 
reasons for one’s settlement of the problem or attempting to 
humor an employee out of a grievance. 

Such procedure infuriates any employee with a grain of 
intelligence. It gives the employee the thought that the 
boss considers his complaint “childish” and does nothing 


(To page 74) 
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Here are <> Smart ways 


to speed up your mailings...use 
Dennison Addressing Labels 


| 
| 
J 


3. IN ROLLS. Quickest, easiest 
for one-time mailings. Labels come 
in continuous strip for convenient 
typing and attaching. 1000 labels, 
> £2". 


1. IN SHEETS. Most versatile 2. IN CARBON SETS. Quick, 
kind of addressing label. Type- clean, easy for typing multiple 
writer size sheets for typing and mailings. Four sheets of couponed 
duplicating. Type 33 labels with label paper collated with one-time 
one insertion in typewriter. Make carbons. Labels stay lined up until 
carbons for multiple mailings. Lint- snapped apart. 33 labels, 2'%¢6” x 
free; pod-free. 33 labels, 2!35” x 1546”, per sheet; 132 to set. 

1”, per sheet. ee 


All with Dennison At your stationer’s S) HUSETTS 


, , Cc 
special formula gumming or write for the name FR AMINGHAM, MASSA 
for tight adhesion of your nearest dealer. 
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WHEN THE ORDERS POUR IN... 
CAN YOU GET THEM OUT? 


There’s big business ahead and with the 
scarcity of good office help many offices are 
getting snowed under. Do you know the new 
equipment and techniques that enable fewer 
people to handle more volume? Learn all about 
them at the 


NATIONAL BUSINESS SHOW 


OCT. 24th THRU 28th, 1955 1-10 PM DAILY 


RUDOLPH LANG, Managing Director 
33 West 42nd Street * New York 36, New York 


* Comfort of a 
favorite easy 
chair. 


% Saves space 
— 100 chairs 
nest in tip- 
proof stacks, 
6’ x 444’ 


ism is 
pletely con- 
cealed ... adds 
strength, too. 


*& Can't tip or 
Fold accident- 
ally. 


CATALOG 3 
AND COLOR SWATCHES 


Fine Furniture Since 1881 


-NORQUIST PRODUCTS, INC. 


JAMESTOWN, NEW YORK = 


ae 


(Continued) 


toward smoothing the path toward a mutual understanding. 

5. “Be quick to acknowledge an honest error as soon as 
it has been discovered.” This offers a demonstration of 
one’s own honesty and fair dealing. It inflates the ego of 
the employee, Trying to cover up an honest error will only 
make matters worse; everyone realizes that no one is per- 
fect and that anybody sometimes makes mistakes, 

When these occur the average executive will automatically 
solve his problem by being willing to admit his error and 
correct it without argument or discussion. 

6. Imaginary troubles on the part of employees are en- 

countered almost daily. Solving them calls for understand- 
ing that, though they are in fact imaginary, they are very 
real and important to that particular individual. 
7. “You'll always find it a lot easier to settle such prob- 
lems if you always keep close contact with your employees,” 
comments one executive. Satisfying and adjusting com- 
plaints and grievances is made more difficult when one has 
lost touch with the employees’ viewpoint. When you have 
an understanding of yourself from the other side of the 
fence you will find adjustment of differences a much easier 
matter. 

8. A person convinced against his will is still unconvinced. 
The speediest way to secure a satisfactory solution to any- 
one’s complaint is to try to get him to convince himself. 
Using high pressure arguments merely convinces a person 
at that particular moment. When the “spell” has worn off 
the complaint or grievance becomes of greater magnitude 
and will be even more difficult to settle. 

9. “Be careful of establishing a precedent in arriving at a 
solution,” is advice often heard. It is one of the reasons for 
the first suggestion that a period of time be allowed to 
elapse before presenting one’s solution. It is wise to settle 
any grievance if you can but not when this will create a 
precedent that may be harmful in the future. 

10. A sense of humor is always important in handling 
any complaint or grievance. The average employee pre- 
sents his or her complaint with a chip on his shoulder and 
in a belligerent frame of mind. You have to change this 
before a reasonable solution can be worked out. Nothing 
will do it better than the use of a good sense of humor 
coupled with understanding. 

There is always something different about every com- 
plaint or grievance; the foregoing solutions are designed to 
handle the basic background to all complaints but each 
needs additional treatment of its own. 

Every problem needs individual analysis and treatment 
for solution but basing such individual treatment on the 
procedures outlined above will make even the most difh- 
cult problem an easier one to handle. 

Difficult times create complaints and grievances among 
employees; even the best firm will have them. Making the 
solution to each problem the simplest and most straight- 
forward one has always been the wisest procedure to follow. 


IBM to move typewriter plant 

International Business Machines Corp. will move its entire 
assembly operation for electric typewriters from Poughkeep- 
sie, N. Y., to a new plant at Kingston, N. Y., which will 
be opened next year. A portion of parts production will 
also be shifted. The space to be vacated in Poughkeepsie 
will be used for electronic data processing machine manu- 
facturing. 
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maximum 
efficiency... 
minimum 
confusion... 


office move 


equipment... 


New York City 


Neptune's expert, exclusive consultation serv- 
ice plans your move—assures you that not a 
second will be wasted . 
during your office move. More men... more 
more know-how make the 
difference. For on the dot office moving... 


call neptune 


YOU PAY NO MORE FOR THE BEST! 


NErPIVNE 
STV RAS E 


3 
OFFICE MOVING DIVISION | 


. . not a minute lost 


Riverside Drive at 134th St. 


WAdsworth 6-9500 
AGENTS IN PRINCIPAL CITIES 
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When last-minute changes come up, you'll be glad 
your office typewriters are equipped with Del-e-tape 
ribbons. Because when using Del-e-tape ribbons, 
whole words and sentences can be quickly 

taken out with Del-e-tape deleter. 


Just touch the liquid to the paper and—presto!— 
typing completely vanishes. No smudging, no 
scrubbing with erasers, no crumbs to dirty 
machines. Re-type on the same space without a trace 
of a change. You get a better job in less time. 


Del-e-tape types clean and sharp—is permanent 
in type. Fits all standard and electric 
typewriters. 30-day money-back guarantee. 

Be convinced —order today! 


If your dealer 
cannot supply 
you, use coupon 
order form. 


AETNA PRODUCTS COMPANY, INC. PRICE LIST 

P.O. Box 438, Hicksville, N. Y. Standard Typewriters 

Please enter our trial order for DEL-E-TAPE eee ac 1.50 

RIBBON and DELETER. 1 Dozen ..... 13.50 

Quantity Make of Typewriter Color IBM Electromatic 

pinbsnak > tbbath as MibedeseeessA. haseecne achines 

ie ntea | D6a ree rie Seman ebe . banaue Each ........ $ 1.75 

ia »ncaléal DEL-£-TAPE Deleters. 1 Doren ..... 16.50 
Del-e-tape DELETER 

TONG. . ccc. wtvchuhse devccccdesvectedesscees $.50 Each $5.00 doz 


Ct a MAIL THIS COUPON FOR TRIAL ORDER= = = = me me me me me ny 
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IT TAKES TO DO 
ALL THESE JOBS SO WELL 


AIDS THE EXECUTIVE 


N-C is the smart-looking, executive-type 
Stapler — never awkward, never un- 
sightly. Its smooth, plier-type action is 
always q-u-i-e-t. Portable, it stows away 
flat in any desk drawer. Executives and 
secretaries prefer it that way. 


SPEEDS THE FILING 


N-C requires no table-top or file-top 
pounding — it works right in the hand. 
Besides, it’s so much easier to staple-while- 
filing. Faster, too. 


HELPS THE SALESMAN 


N-C provides easiest way to keep field 
reports, orders, memos, expense accounts, 
bulletins, price sheets in proper order. 
Convenient too, because it tucks away, 
flat and compact, into the briefcase or 
hip-pocket. 


SERVES THE STENO 


She keeps her N-C in the well of her desk, 
leaving the desk-top free and clear. 


a) Quiet, easy-acting N-C invites constant 
use, guards against lost papers. 


BENEFITS THE HOUSEWIFE 


N-C provides the simplest fastening 
method for countless uses. Replaces pins 
and glue. Reseals containers. Aids in 
sewing. Affixes name tags, labels, etc. 
Makes party decorations and favors. 


Remember — N-C Pliers and N-C Pinch- 


Of interest from Washington 


By Larston D. Farrar 


A COMPREHENSIVE picture of Uncle Sam’s paperwork 
volume and a program to reduce the cost, estimated at some 
$4-billion annually, has been given to Congress here by the 
Commission on Organization of the Executive Branch of 
the Government, better known simply as the “Hoover Com- 
mission.” 

The commission found that the Government is creating 
25 billion pieces of paper a year, not counting pamphlets, 
periodicals and the like. This paperwork requires some 
750,000 Federal employees, and the resulting tax burden on 
the typical U. S. family of four is more than $100 a year. 


Paperwork “birth-control” recommended 


Specifically, the commission recommends a Government- 
wide paperwork management program that would apply 
“birth-control” to paperwork at its source, with an initial 
annual saving of some $250-million. 

It recommends also that the General Services Administra- 
tion, created by Congress on recommendation of the first 
Hoover Commission, “be given responsibility for general 
supervision over all phases of paperwork management 
throughout the executive branch of the Government, with 
a view to simplifying and improving the quality of forms, 
correspondence, reports and other documents, eliminating 
non-essential copies of material, reducing the volume and 


te 
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point Staples are engineered to go together 
...for better, easier, flawless stapling in 
offices...shipping rooms...stores... 
schools ... factories ... and in the home. 


N-C Phicr Type 
STAPLER 
“it just CL/CKS 


NEVA-CLOG PRODUCTS, INC. 
Bridgeport 1, Connecticut 


0. H. Davison & Co. * Pacific Coast Rep., 
609 Mission St., San Francisco 5 
Canadian Staples Ltd.—Montreal, Toronto, Winnipeg, Vancouver 


NOW Dependable offers an 
INSTANT, AUTOMATIC, ADJUSTABLE 


Tru-Posture Chair for 


JUNIOR 
EXECUTIVES 


Puts more efficiency into a 
busy man's day. 


Chair adjusts INSTANTLY! 
For other features: (1) Back 
rest may be raised or low- 
ered; (2) It can be brought 
forward or backward; (3) 
Back rest may be regulated 
to any degree of tension; (4) 
Back rest flexes to fit body. © 


YOUR DEALER IS AUTHORIZED TO GIVE YOU 30 
DAY FREE USE! If not satisfied, he picks up the chair. 
No obligation. Phone your dealer and say you want 
Dependable’s Junior Executive Chair as offered in this ad. 
Spend less for the junior executive, and give him MORE 
efficiency throughout the day. Let us prove it! 


DEPENDABLE MANUFACTURING CO. 


New Factory at Bellevue, Nebraska 
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cost of paperwork that is currently required to be produced, 
issued, filed and stored, and standardizing the procedures 
and practices relating to paperwork management.” 

Further, the commission recommends that “some top 
official in each agency be assigned the responsibility to re- 
view all forms with a view to simplification”; to determine 
the number of copies of correspondence, printed or mimeo- 
graphed material with a view to the elimination of non- 
essential copies; to determine the number and character of 
reports within the agency, and to other agencies, and that 
this official cooperate with the GSA in determining methods 
and systems for action. 


New legislation required 


Also, that legislation be enacted authorizing the necessary 
changes in Forms 941 and 941A (Employers Quarterly 
Federal Tax Return) as recommended by the Internal Reve- 
nue Service and the Social Security Administration. These 
forms now require from employers some 180 million lines 
of information yearly on employee income and insurance, 
duplicating data from other sources. Savings on this alone 
would mean $20-million a year to employers. 

Highlights of the commission’s report on the conditions 
that prevail are as follows: 

Cost of paperwork in the Federal Government today ex- 
ceeds by five times the entire national budget of 1912, when 
the Taft Commission on Economy and Efficiency surveyed 
the ordinary business processes of Uncle Sam. 

Federal offices are turning out about 4 million letters 
each working day, or more than one billion a year. 

Office space for the Government’s full-time paper workers 
has an annual rental value of $180-million. This space is 
equivalent to 36 times the capacity of the Empire State 
Building. 

Record-keeping alone takes up about $40-million of space 
a year, and records in ordinary file cabinets would fill about 
seven buildings the size of the Pentagon. 


Permanent records accumulate 


Of all Federal records, 26 per cent are earmarked for 
permanent retention, while records kept permanently in in- 
dustry average closer to four per cent. Unless Federal 
agencies “sharpen” their decisions concerning how many 
records should be permanent, six more buildings equal to 
the giant National Archives structure here will have to be 
built. There is an accumulation of 24 million cubic feet 
of records. 

Some 25,000 Federal employees are engaged in sorting 
and routing mail. Washington offices require 25,000 sepa- 
rate reports annually from their units in the field. Added 
to this figure are the 2,000 inter-agency reports whereby one 
agency imposes reporting requirements on another. 

Of particular interest to business and industry, 4,700 re- 
porting requirements are imposed on them by Federal agen- 
cies. It’s estimated that $700-million a year is spent by 
Uncle Sam alone to prepare and collect the information 
demanded in these reports from private business. 

To illustrate the enormous growth of the Federal Govern- 
ment in the past 22 years, the commission said that civilian 
employees had increased from about 583,000 to 2.3 million; 
military personnel from 245,000 to 3.3 million, and total 
expenditures, excluding loans, from $3.5-billion to $67-bil- 
lion annually. 
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Keep costs down 


. 


“with accurate job time records | 


“ 
-“ 


CALCULAGRAPH 


i 


PRINTS DATE 

STARTING TIME 
FINISHING TIME 
TOTAL ELAPSED 


‘J FIGURES 
ELAPSED TIME 
ACCURATELY 


Keep production costs in 
line with automatically 
computed, precision 
Calculagraph job time 
records. Just stamp card 
at beginning and ending 
of the operation. Calcula- 
graph prints date, starting and 
finishing time plus precision calculated elapsed 
time. One Calculagraph can record and compute 
job time data for one entire shop or department by 
handling any number of cards in any sequence.’ 
Accurate, printed Calculagraph records can be filed 
for future use in estimating on new orders and 
checking production efficiency. Calculagraphs are 
low in cost, practically maintenance-free and built, 
for a lifetime of dependable service. 


COUPON BRINGS FULL INFORMATION 
— FILL IN AND MAIL TODAY! 


CALCULAGRAPH COMPANY 


SUSSEX STREET, HARRISON, NEW JERSEY 


data on Calculagraph to: 300-A 
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The new Pelouze 


“NO WOBBLE PLATFORM" 


guarantees accuracy never before possible in Postal Scale 


The new Pelouze Y-line of all steel postal 
scales guarantees absolute accuracy for 
postal weighing—the wide post holds plat- 
form steady to show exact weight at any 
point on platform—all steel housing holds 
mechanism firmly mounted on heavy steel 
channel—distortion CANNOT AFFECT 
OPERATION. New, easier-to read dail. 
New lower prices. Ask your stationer to 
show you one of these ‘'no wobble on the 
platform" Pelouze scales today. 


Line includes: 

Y-5 (illustrated)—5 Ib. by '/ oz. for all 
classes of mail. 

Y-10—10 Ib. by | oz. for all classes of mail. 

Y-25—Parcel Post only—25 Ibs. by | oz. 

Y¥-50—Parce!l Post only—50 Ibs. by 2 oz. 


PELOUZE MANUFACTURING co. 


208 Chicago Ave. 


Evanston, Ill. 


CLASSIFIED ADVERTISING 


Rates are |5c¢ a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


FOR ALL TRAVELERS 


by train, bus, plane or automobile, 
whether for pleasure, on private 
business or government service, 


BEACH'S 
“Common Sense” 
Expense Books and Sheets 


are best for keeping track of ex- 
pense. There is a Personal Expense 
Book, too, for records at home. 


Beach Publishing Co. 
7338 Woodward Ave., Detroit 2, Mich. 


For Sale or To Buy Used Equipment 


WANTED—ALL TYPE OFFICE Machines, Filing Equipment, Office 
Furniture, Kardex, Acme, Postindex. Will exceed manufacturers’ trade- 
in allowances. Write, Wire. National Office Equipment Co., 429 Broome 
St., New York 13, N. Y. 


ELECTRIC BOOKKEEPING MACHINES. Nine (9)—Used Electric 
Underwood—Sundstrand Bookkeeping Machines with stand and extra 
control plate. Models E204090, Series 809, New 1952—1953, Condition— 
Good. For Inspection and Location—contact: E. W. Tolin, New Hol- 
land Machine Division of the Sperry Corporation, New Holland, Penn- 
sylvania. Phone: New Holland 4-2121. 


BURROUGHS BOOKKEEP ING MACHINE, Serial 78A756864. Used 
only about one year. Completely checked by Burroughs Company. Bo 
writer keyboard, seven register machine. New cost about $4,000. i 

sell for $500. Conewango Service, Randolph, New York. 


WANTED TO BUY—For Sale Accounting Machine, Burroughs ree 
Models, Comptameters, Burroughs Electric Calculators, Addin 
chines, Addressograph Equipment. USA and Export inquiries ined 
Al Steen, 324 North Vermont, Los Angeles 4, Calif. 


VISIBLE FILING EQUIPMENT, Kardex, Acme, Postindex, ete. All 
equipment (horoughly rebuilt and Pee. Commercial Card Systems 
Co., 135 Grant St., New York 13, 


FOR SALE: ROBOTYPER Model #ER-4854-CA, complete with 1951 
Underwood Electric Typewriter and same year Perforator for cutting 
9 ig ™ pesemamae stands. Excellent condition. What will you offer? 
.-M. 182 


REMINGTON-RAND CYCLO-MATIC visible filing cabinets, drawers 
and accessories. Make offer. O.M. 183 


Business Opportunities 


Gonuine Engraved. 


RES: Lo toy 


“FOR 
MAIL US YOUR LETTERHEAD\ 1000 


PROOF MAILED PROMPTLY 


NO OBLIGATION 


DEWBERRY ENGRAVING CO. 
801 SO. 20TH STREET- BIRMINGHAM 5, ALABAMA 


America’s Largest Engraver of Fine Stationery 


WILL BUY FOR CASH 


USED BILLING & BOOKKEEPING MACHINES 


BURROUGHS...... 

BURROUGHS—SENSIMATICS. . 

NATIONAL CASH REGISTERS. 
N.C.R. PROOF & ANALYSIS.. 


Model #7200, 7800, M-215, M-222, M-235, M-806 
dd cae F: F300, F400 


err: 1900, 2600, 6000’ Class 
#22010 ae El (135), ‘22115 (145), 
a Lo ee eee £30612 (124—2X) 18 23—40,000 

N.C.R. INSTALLMENT POSTING... ‘¥A2206 (64UP), A2207 Mae (cai) (630) 
3I—10—I0 (1 8) 20"" 


EI PIII ia as 5 eh csibacdainn tur ovebuabin. dcvaaseene ca Size 5x8 only 


Advise Complete Model & Serial Numbers 
for Our Quotations 


L. A. PEARL COMPANY 
Dept. 3M, 140 West 42nd Street New York 36, N. Y. 
BRyant 9-1459 Wisconsin 7-1220-1-2 
DEALERS IN USED ACCOUNTING MACHINES 


WE DESIGN, EDIT—and Produce House Magazines for business organ- 
izations in the East—employee or external. We perform all a 
functions—see each issue through to completion. Also skilled in prepa 

tion and presentation of office paeete. Kim Darby & Associates, 5 > 
man St., New York 38, N. 


Position Wanted 


POSITION WANTED: LLB law, BS commerce, age 39, over ten years 
successful office management experience. Leader with “get it done suc- 
cessfully” motto. Move anywhere opportunity. Permanency only. HN 
3116 Kensington Ave., Evansville, Ind. 


PRODUCTION ENGINEER—Asset to manufacturers, contractors, de- 
signers. Experienced in coordinating and plannirg all phases of produc- 
tion: Estimating, Procurement, Quality Control, Manufacturing Methods, 
Pa eae oe Customer Relations, etc. Consulting or permanent basis. 


O.M. 


Office Managers! Purchasing Agents! 


Do you have unused office equipment for sale? 
The classified section of OFFICE MANAGE- 
MENT can be of service to you. Our closing 
date is Sth of month preceding publication. 


OFFICE MANAGEMENT, 212 Sth Ave., N. Y. 10, N. Y. 
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THE 
HANGING FOLDER 
WITH 
ADJUSTABLE 
METAL TAB 


Gite.O fol 


“1. M. Reg. 


Your “filing and finding” problems disappear when 
you use Guide-O-folders in your active files. Not 
only do you save both time and money but you 
remove the drudgery from the filing department 
and make it a pleasant place to work. 

You will appreciate the speed and accuracy with 
which your records are filed and — instantly 
available for reference. Your clerks will appreciate 
the ease and accuracy because all the tugging and 
ulling of ordinary folders is eliminated. Guide-O- 
olders just glide back and forth on their steel 
frames with finger tip ease. 
Ask vour local stationer or office equipment dealer 
to show you how Guide-O-folders will solve your 
filing and finding problems. 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 


‘FOUR ACE 
that help in any 
business | 


ciara 
TRANSPA 

CRIMPED SIGNALS F 
for Protected Visible Cores 


Graffco SIGNALS 


No matter what kind of record 
housing you use, Graffco has the 
right signal for you. All colors, sizes 
and shapes to classify, remind, call 
for action. Let Graffco help you put 
more order and result in the busi- 
ness day. Write for free Graffco 
Product Color Folders. 
GEORGE B. GRAFF CO. 
54 Washburn Avenue 

Cambridge 40. Moss. 


Be sure to attend 
EIGHTH ANNUAL 


SOUTHERN CALIFORNIA 
BUSINESS SHO 


Biltmore Hotel Los Angeles 
Daily 10:00 A.M. to 10:00 P.M. 
April 12 to 15 incl. 


ON DISPLAY 
AND DEMONSTRATED WILL BE 
The Newest and Latest in Business 
Methods and Equipment 


Sponsored by the Los Angeles Chapter 
NATIONAL ASSOCIATION 
OF COST ACCOUNTANTS 


For your personal invitation. 
See your Business Equipment Representative. 
No Charge. 


OFFICE MANAGEMENT April, 1955 


LOWER 
PRICES 


121 VARICK STREET » NEW YORK 13, NY 6 CHelseo 2-6432 


ee ee 
R, 1 ENVELOPE AND PAPER CORPORATION ] 
i 121 Varick St., New York 13, N. Y. 1 
Send attached Attn: Dept. 04 
poe Be Se —_ | Date | 
aoe — (CD Send me illustrated envelope folder. ; 
describing all Nome 1 
types of envel- I 
opes. | Comp ! 
Gerour prices Fy sdress I 


“Described in the NIGP letter service (National Institute of Govern- 


mental Purchasing) and used by governmental agencies throughout the 
country. 
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You Can 
Forget About! 


The better and faster you can correct 
mistakes, the sooner you can forget about 
them! You don’t do this with inefficient 
erasers: Girls take more time to correct 
typing and shorthand errors, to remove 
originals and carbons from machines; 
often have to do work over. 


By contrast you SAVE with Weldon 
Roberts Erasers. Exactly suited shapes 
and textures for your requirements, calm 
stenos’ jitters, whisk away errors quickly, 
cleanly. ASK YOUR DEALER. 


SAVE TIME AND WORK 
IN YOUR OFFICE WITH 
WELDON ROBERTS “MATCH-MATES"” 


KNOW ERASERS AND HOW THEY CAN 
HELP YOU! In the Weldon Roberts line there’s 
a “match-mate” for practically every number. 
When you use the best-suited number for a 
given erasing use, you correct errors faster and 
cleaner. The Weldon Roberts Jet Erasers 
illustrated are outstanding for erasing pencil, 
ink, typewriting and carbon copies without 
“smearing”. 


JET ERASER. Convenient, cylindrical stick 
eraser in attractive, transparent holder. Tip 
unscrews so eraser can be moved outward. Pocket 
clip style: No. 825, red rubber, for pencil eras- 
ing; No. 827, gray rubber, for erasing ink and 
typewriting. Brush Whisk style for typists: No. 

8250 (red) and No. 8270 (gray). 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 
W orld’s Foremost Eraser Specialists 
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ao No- Noodle RECORDINGS 
A Plus a MAGIC ERASER — 


Can overhead be cut with the REX 
oe RECORDER? 


. => 
You can save from me > = 
$300 to $1300, during the use Z 


of the machine. 


How does this saving yf) 


REX RECORDER doesn’t use any 
needle. The disc is never destroyed. 
Each disc is good for 10,000 uses. 

This gives you a definite hard 
cash seated 


eA 


You mean | do not have to have my aie 
recording discs re-surfaced? oi That sounds wonderful. I'd like to know 
tt how REX can be sold for so much less 
Ye ae other recorders? 
Le 


A It is simplicity of construction. REX A 
as That's correct. Simply RECORDER hasn't any cutting needle ° 
12% slide the Magic Eraser over or turntable or feed screw. There —> 
the disc and you are ready to dictate! isn't any belt to multiply power from > 
with a completely new surface. It’s! jotor to gear drive. Rey costs only b es 


as easy as using a pencil eraser. 


$265 per unit. 


Q 
_ How does the tone value of the REX stand-up { This all sounds very good—but do you 
f after 10,000 recordings? have offices and service mee the 


| ms i country? 


As clear as the first recording. Be- A A 
cause the REX does not use a cutting " . 
Jewel the discs never decrease in tone 
and quality. On other machines the 
Recording Head is expensive to re- 
place. This is another hard cash sav- 
ings with the REX RECORDER. 


Offices are in hundreds of impor- 
tant cities throughout the United 
States . . . and throughout the 
world. The true-beauty of the 
REX RECORDER is that it rarely 
needs any servicing. 


Ws 

an. bd 
ew} 
Ee 


(No 
Needle) 


‘4: 


MAGNETIC DICTATING | 


See for yourself why REX RECORDER sales tripled in 
one year. Use this compact machine everywhere — 
it is small enough to take on business trips. a 
For complete information on how REX RECORDER CAN | 
SAVE YOU MONEY drop us a card — without any oblige- 
tion on your iad —_ ; 


pst MERICAN DICTATING MACHINE C Dept. M, 65 MADISON AVENUE, 
—.. vA Bet. 1923 o- N. Y. 16, N. Y., MUrray Hill 4-3554 
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Kleen-type is easy to use! Apply a Kleen-type strip on 
the platen, strip off protective paper and type a few 
lines. That’s it! No ink-stained fingers or harsh 
liquids to bother with! 


‘Vihe ee y 


: is 


Underwood announces a revolutionary 
new kind of type cleaner—-Kleen-type! 


Now! Put an end to the mess and bother of cleaning type 


the time-consuming old-fashioned way. Your Underwood Your Underneed Ma Be 


man will show you how to get cleaner, better looking letters hen te 

with new Kleen-type. will show you a 
This new type cleaner is truly revolutionary. You simply end dirty, bl a ’ 

apply a Kleen-type strip to the platen of the typewriter, hard te read type 


set the ribbon at stencil position, and type a few lines. - this 
That’s all there is to it. Kleen-type cleans as you type! The Like " 


special chemical coating picks up ink, dirt and lint from r!x 


keys. Best of all, Kleen-type can be used over and over again! 


Af ‘ 
Write on your business letterhead and we will be typing 2s Kleen- 
t le! as 
glad to send you a free wee e quality a Clean 


UNDERWOOD UNDERW CORPORATION 
Net ies 


Write ¢ 
or 
One Park Avenue, New York 16, N. Y. ad free 
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